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ABSTRACT 



This handbook is designed to assist local school 



systems in establishing and implementing an appropriate and effective 
appraisal system for student services professionals. The handbook 
includes job functions and competencies mandated by the North 
Carolina State Board of Education for three student service areas, 
suggested types of evaluative data and methods for collecting the 
data, performance appraisal procedures, and sample forms and 
instruments to assist in data collection. While accountability is an 
obvious and required aspect of employee performance appraisal, this 
handbook fosters a performance appraisal orientation that facilitates 
professional growth of the employee through supportive training, 
mentoring and supervision. A brief historical perspective on 
evaluation of student services professionals, basic considerations in 
evaluation, measures of effectiveness, the performance appraisal 
process, and suggested criteria for rating scale decisions are 
discussed. A performance appraisal instrument, sample evidence, 
suggested data collection methods by competencies, and sample forms 
and criteria are provided for each category of student services 
professionals: school counselors, school psychologists, and school 
social workers . (ABL) 
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PREFACE 



Performance appraisal is required for all certified school personnel in 
North Carolina. The job descriptions and performance appraisal instruments 
for student services professionals (i.e., school counselors, school 
psychologists, school social workers) were revised in July, 1987. The 
unique functions of student services professionals necessitate that performance 
appraisal procedures differ fran those required for teachers. 

A comprehensive performance appraisal system should address the joint 
purposes of sunmative evaluation (i.e., assessing job performance) and "formative 
evaluation (i.e., promoting and supporting professional growth and development) . 
Such a system requires a clear description of what is to be evaluated, who is 
qualified to do the evaluation, and how the evaluation is to be implemented. 
It consists of clearly defined job functions and competencies, supported by 
sample evidences and/or behavioral indicators. It utilizes evaluators who are 
knowledgeable of the job functions in question and competent to obtain and 
analyze evaluative data related to those functions. Furthermore, a performance 
appraisal system incorporates appropriate mechanisms for the ongoing professional 
development of employees. 

This handbook is designed to assist local school systems in establishing 
and implementing an appropriate and effective performance appraisal system for 
student services professionals. The handbook includes job functions 
and competencies mandated by the State Board of Education for three student 
services areas, suggested types of evaluative data and methods for collecting 
the data, performance appraisal procedures, and sample forms and instruments 
to assist in data collection. While accountability is an obvious and 
required aspect of employee performance appraisal, this handbook fosters 
a performance appraisal orientation that facilitates professional growth of the 
employee through supportive training, mentoring and supervision. 
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SECTION I 



OVERVIEW OF PERFORMANCE APPRAISAL 



FOR 



STUDENT SERVICES PROFESSIONALS 
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A BRIEF HISTORICAL PERSPECTIVE 



Initial Stages 

The State began its involvement in developing job descriptions and 
performance appraisal systems for certified school personnel in 1980. In 
1979 , the General Assembly of North Carolina stipulated that "the State Board 
of Education (SBE) , in consultation with local boards . . . , shall dovelop 
uniform performance standards and criteria to be used in evaluating 
professional public school employees. . . (and) rules and regulations to 
insure the use of these standards and criteria in the employee evaluation 
process" (currently S. 115-326 (c)). Following ratification of this legislation, 
the State Department of Public Instruction (SDPI) and the SBE sponsored the 
development of job competencies or practices (i.e. standards) for teachers and 
other certified personnel. A pilot test of these standards, as well as training 
of personnel in their use, was conducted in 24 school systems during the 1981-82 
school year. Additional validation studies resulted in an official performance 
appraisal instrument for teachers, which was then piloted statewide. 

During 1982-83, task forces (consisting of practitioners, university 
faculty, school administrators, and teachers) were created for each of the 
student services areas. As with other areas, job descriptions and standards 
were developed through a consensus process for school counselors, school 
psychologists, and school social workers. In an attempt to validate -these 
standards, practitioners were asked to review the performance appraisal 
instruments (PAI) with regard to the importance of each standard or competency. 
One difficulty of this approach for school psychologists and school social 
workers involved the limited numbers of such professionals at that tims and, 
consequently, the limited roles these professionals had in many school 
systems. A factor analysis of the survey responses which were obtained resulted 
in reorganization of the recommended job functions and competencies. Although 
statistically based, this reorganization of the psychologists 1 and social workers 1 
PAIs was generally considered less appropriate from the view of the practitioners 
themselves . Consistent with the efforts for teachers, a performance appraisal 
handbook and recomvended appraisal process were developed to accompany each of 
the student services PAIs. Regional training sessions took place in the 
Spring of 1983. 

Recognizing the need for a more empirically-based teacher performance 
appraisal instrument, the SDPI in 1983 authorized the School of Education, 
University of North Carolina at Chapel Hill to identify effective teaching 
practices from established research. This study resulted in a revised PAI 
consisting of 5 job functions and 28 practices related to classroom 
instruction. The SDPI added three more major functions embodying 10 practices 
which are not as directly observable or as researched-based as the 
first five functions. This revised instrument was piloted in 39 school 
systems during the 1985-86 and 1986-87 school years* This PAI is now mandated 
for use with teachers in all North Carolina school units. 



A second pilot effort involved beginning teachers. A program piloted in 20 
school systems led to a formalized Initial Certification Program (ICP) for all 
certified personnel beginning in January, 1985. The purpose of this program 
is to establish a two-year period of development (probation) for certified 
school personnel, as well as a support system to facilitate the employee's 
developrcvent. During these two years, the beginning employee would have to meet 
comparable standards for both ICP and continuing employment purposes. For 
teachers, ICP standards of performance consisted of the five research-based 
job functions related to classroom instruction, while standards for continuing 
employment incorporated all eight job functions of the PAI for teachers. In 
short, entry and continuation in the profession has become a more rigorous 
process frcm both ^ developmental and an operational standpoint . 

The Current Instruments 

Revision of job descriptions and performance appraisal instruments for 
student services personnel evolved from the need to develop required initial 
certification functions, competencies, and procedures. In December, 1985, a 
Student Services Committee was formed to develop essential functions and 
canpetencies for initially certified personnel in the student services 
professions. Subcommittees for each area (counseling, psychology, social 
work) consisted of practitioners, university faculty, and 
Department of Public Instruction consultants. The camiittees worked through 
June, 1986 to draft essential canpetencies for each student services area and 
identify components of appropriate support and mentoring processes and 
procedures. Members of the Student Services Committee were: 

Sandra Peace, Elementary Counselor, Wake County Schools 

Linda Taylor, Secondary Counselor, Rocky Mount City Schools 

Robert Iddings, Director, School Counseling, Greensboro City Schools 

Dr. Glenda Hubbard, Professor, Department of Counselor Education and Research 

Appalachian State University 
Dr. Don Locke, Chair, Counselor Education, NC State University 
Brenda Nixon, Coordinator, School Social Work, Cumberland County Schools 
Dr. John Ball, Professor, School Social Work Program, East Carolina University 
Michael Booher, Lead Psychologist, Greensboro City Schools 
Dr. Sally Ward, Director, Student Services, Moore County Schools 
Dr. Nancy Kreykenbohm, Coordinator, Psychological Services, New Hanover County 

Schools 

Dr. John Brantley, Coordinator, School Psychology Program, University of North 

Carolina - Chapel Hill 
Dr. William Erchul, Professor, School Psychology, NC State University 
Dwight Whitted, Coordinator, School Social Work, State Department of Public 

Instruction 

Dr. Carolyn T. Cobb, Coordinator, School Psychology, State Department of Public 
Instruction 

Dr. John J. Schmidt, Coordinator, School Counseling, State Department of Public 
Instruction 

Dr. Cynthia Howard, Consultant, School Psychology, State Department of Public 
Instruction 

Jack Knox, Consultant, School Counseling, State Department of Public 
Instruction 
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Development of Functions and Competencies 

The Student Services Committee first reviewed published research 
and professional literature in an effort to identify empirical bases for 
competencies in the respective student services areas. The literature 
yielded little, if any, empirical support for specific competencies. 
As a result, the ccrrmittee chose a conceptual framework that seemed 
most appropriate for describing essential competencies - the recently developed 
body of knowledge related to effective schools and learning. Additional 
considerations included the state standards for university training programs, 
the existing performance appraisal instruments, and emerging skills and changes 
in practice as identified in the professional and research literature for each 
student service specialty. Effort was made to develop competencies that 
would reflect current practice, as well as allow for growth for the individual 
and the professions. 

By June, 1986, each subcommittee agreed that the essential competencies 
for the initially certified personnel were also applicable to the continuing 
certification and employment of student services personnel. As was the case 
for teachers, several other competencies were added to the initial 
certification competencies for performance appraisal of employees with continuing 
certification. The Division of Student Services staff continued to refine the 
functions and competencies in consultation with the Division of Personnel 
Relations staff, as well as other student services professionals. Final job 
descriptions, functions, and competencies were adopted by the State Board 
in July, 1987. 




B. 



BASIC CONSIDERATIONS IN EVALUATION 
Purposes of Performance Appraisal 

The purpose of a performance appraisal system (PAS) is twofold: (1) to 
evaluate job performance - i.e., suntnative appraisal and (2) to contribute to 
each employee's professional growth and development - i.e., formative appraisal. 
Sunmative evaluation looks retrospectively at job performance following a period 
of time in which the job has been carried out. Based on a surrmative appraisal, 
employment decisions (e.g., tenure, promotion, continuing certification) about 
the employee can be made. When most people speak of performance 
appraisal or evaluation, they typically are referring to summative appraisal. 
Formative performance evaluation seeks to assist employees with professional 
growth and development in an ongoing manner, so that they become more effective 
in their jobs, and thus contribute to the overall effectiveness of the work 
organization . 

Traditionally, managers have attempted to accomplish both purposes through a 
single evaluation system. Seme people maintain that the two purposes are 
incompatible, whether it be on theoretical or practical grounds. Arguments 
around the incompatibility of purposes are subtle. While formative evaluation 
is used primarily to enhance an employee's job performance and professional 
development in the context of the work organization, summative evaluation 
serves to allow the organization to continue to operate and maintain itself. 
Fran the standpoint of summative evaluation alone, an employee's attainment of 
personal and professional goals becomes an indirect or secondary outcome. From 
a practical standpoint, it can be argued that the supervisors or mentors who 
assist employees with professional and job improvement potentially are placed 
in a loyalty bind (between the organization and the employee) if they are 
also involved in summative appraisal. By the same token employees are placed 
in the untenable position of being open and potentially vulnerable with the 
same parties who will later make decisions about their employment status, thus 
possibly discouraging the honest sharing of needs and weaknesses. 

One implication of viewing these two purposes of performance appraisal as 
incompatible is that separate processes or structures would have to exist for 
each appraisal purpose, an unwieldy situation for most school systems. However, 
it is suggested that the two purposes do not need to be conceptualized as 
antithetical. Although sunmative appraisal is critical for organizational 
accountability and development, formative appraisal can also receive ongoing 
emphasis and consideration in the life of the organization. In short, 
formative evaluation can contribute to summative evaluation ends by enhancing 
each employee's job performance. Enhanced job performance can result in greater 
organizational effectiveness, as well as more favorable summative appraisals. 
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Another way of viewing this interaction is depicted in Figure 1. This 
figure includes three elements of effective job performance (Boyatzis, 1982): 

(a) specific actions (which implies personal characteristics or abilities) , 

(b) specific outcomes required by the job (demands) , and (c) consistency 
with the organizational environment. 




Figure 1. Interactive Model of 
Effective Job Performance 



Boyatzis defines effective job performance as: 

... the attainment of specific results (i.e., outcomes) required 
by the job through specific actions while maintaining or being 
consistent with policies, procedures, and conditions of the 
organizational environr^nt (p. 12) . Thus the most consistent effective 
job performance will occur when the three components fit together. 

In this model, job demands may be viewed as what a person is expected to 
do. The organizational environment shapes hew the job might be done. 
Individual competencies refer to what a person is capable of doing and why the 
person may act in a certain way (Holdzdom, 1985) . 

In seeing both purposes of formative and summative evaluation, the job 
can be conceptualized as a link between employees (with all of their unique 
professional needs and aspirations) and the sponsoring organization (with its 
needs to accomplish its mission) . It is through specific job performance that 
employees can best express and improve themselves, while making contributions 
to the work organization which makes their jobs possible. 



< 



Thus, attention to and nurturance of an employee's job j^r se can benefit 
both the employee and the organization. Given this focus, any formative approach ~ 
training, mentoring, supervision « needs to be planned and implemented ultimately 
with regard to enhancing each employee's job functions and improving overall 
performance. Such a focus does not preclude a suppor' ive approach to employee 
development, but requires that the ultimate goal, focus, or outcare of such 
intervention be the employee's actual job parameters or performance. 
Sunmative evaluation, in this scheme, is enabled through the collective 
consideration of the results of multiple formative evaluations, which are 
translated into ratings on the designated performance appraisal instrument. 

Underlying Principles of Evaluation 

Sane underlying principles or assumptions about evaluation ure relevant 
to the performance appraisal system reccnmended in this document. 

. Emphasis on formative evaluation . Successful outcomes for the 
organization will be compromised unless the development of all employees is 
nurtured through their respective roles. 

• Formative evaluation as an ongoing and interactive process . Form? ive 
evaluation does not stop with feedback on a work sample and recanrendations or 
plans for performance improvement. A mentor or supervisor also has the 
responsibility of following up with the employee's applications of 
recommendations and offering whatever coaching might be indicated. These 
follow-up contacts represent continued opportunities for nurturance of 
improvement, as well as informal performance evaluation. In order to adhere 
minimally to this concept, the basic evaluation cycle requires that an 
employee be formatively evaluated at least three times a year, preferably 
once in each of the first three quarters. 

. Mutual planning and collaboration between employee and supervisor . 
Employees must be partners with their mentors or supervisors in the process 
of evaluating and improving their work performance. Collaboration begins at 
the beginning of the evaluation cycle with mutual understanding of job functions 
and competencies to be evaluated during that cycle. Involvement and investment 
of employees in the appraisal of their performance facilitates the objective of 
ongoing self-evaluation and improvement. In addition, supervisors of an 
employee can elicit potentially valuable insights r-to employee performance, 
because the employee is often the best possible resource as to what h^/she has 
accomplished. 

. Supervisors facilitate professional growth . Evaluation of performance 
should emphasize professional growth, in addition to accountability to the 
employing organization. Ultimately, employees are responsible for success in 
their jobs and related professional growth and development. It is the 
supervisor's responsibility to structure performance appraisal in a way that 
maximizes the employee's willingness and ability to influence that success* 
Professional development plans should be developed jointly by the supervisor 
and the employee. These plans should include goals that involve higher levels 
of performance and/or areas of special interest, as well as areus of deficit 
performance. 
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Basic Performance Appraisal Questions: What, Who, How ? 

There are essentially three "questions" or decisions regarding performance 
appraisal: 

. What will be evaluated? 

. Who will evaluate it? 

. How will it be evaluated? 

WHAT, In the case of counselors, psychologists, and social workers in 
the schools, what is defined by the job standards (i.e. functions and competencies) 
delineated in the respective performance appraisal instruments. Competencies 
or practices for all three professional specialities are deemed to represent 
essential and desired roles needed to provide comprehensive services to all 
students . 

Functions and competencies may be modified for school psychologists 
and school social workers, as necessary, to apply to particular local needs and 
to existing staffing ratios. Competencies may be modified for counselors, but 
all six functions must apply. School systems should work toward adequate 
staffing so that all job functions eventually may be addressed for all employed 
student services specialists. 

WHO . The appropriate person to evaluate various job functions and 
competencies will vary according to who has access to the employee's 
•performance and who has the technical background or training to evaluate 
the specified competencies. 

The evaluator of any given function and/or competency ideally should be 
trained in the area of practice under consideration. Because of this caveat and 
the technical nature of much of these jobe, the "who" aspect of evaluating 
student services professionals often presents sane special challenges. 

Two basic types of supervision and evaluation are: (1) administrative 
and (2) technical/clinical. Administrative evaluation includes monitoring of 
an individual's: (a) overall work schedule and objectives/activities, 
(b) relationship to school system programs and goals, and (c) effectiveness 
from multiple perspectives. Administrative evaluation should be done 
by the immediate supervisor. This supervisor may utilize multiple sources 
of data and feedback from others. 

Clinical or professional supervision may be thought of as technical 
evaluation. Clinical supervision and evaluation should involve an evaluator 
who understands the specific behaviors or practices related to the competency 
in question. Certain functions of counselors, psychologists, and social 
workers require specialized training (e.g., assessment, counseling, 
consultation) . These practices should include evaluation by a professional 
trained and certified in the same field as the employee. For example, only a 
school psychologist peer/supervisor should evaluate the technical aspects of 
administering and interpreting assessment procedures utilized by a school 
psychologist. If an appropriate student services worker with the same formal 
training and certification cannot be found, an alternative may be to utilize 
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another student services professional who has sane training in the particular 
function area in question. For example, a school counselor may help to 
evaluate a school psychologist's or a school social worker's skills at 
counseling students. Another example would be a school psychologist helping to 
evaluate or supervise a school counselor's performance in student appraisal 
functions. 

The outline of suggested data collection methods for evaluating each 
professional specialty (See Sections II, III, IV) includes recommendations 
about which competencies necessitate evaluation by someone with appropriate 
training and certification. It should be noted that while other educators 
and/or consumers can and should provide useful feedback about job functions, 
they usually cannot provide the technical evaluation or supervision to assist 
with professional development of specific skills, processes, or techniques. 

HCW. This Handbook is designed to address the how of, or procedures 
for, evaluating student services professionals. The functions of student 
services professionals are performed in various settings and are targeted to 
a variety of client groups. The nature of their job functions requires 
multiple data collection procedures (see Section I.C.) across many different 
services. The general evaluation process (Section I.D.) should conform as much 
as possible to that required for all school personnel, with special adaptations 
and considerations used as necessary for the specialized aspects of student 
services providers' jobs. 

There are essentially three categories of data that are collected for 
appraisal purposes: enumerative, process, and outccme. 

. Erumerative (accounting) data are quantitative in nature, 
and reflect the frequency of various job activities and/or the amount or percent 
of time spent in different activities. Generally, no judgments are made about 
the quality of service per se. Enumerative data may relate to job efficiency 
or the extent to which specified job functions are addressed. The question 
which this type of data best addresses is: "What job functions were performed, 
and to what extent?" 

. Process data are used to review the quality of services being provided 
and how well job functions are performed. Processes are evaluated directly by 
trained observers or indirectly through feedback frou consumers or 
interviews with the student services professional. The question which this 
type of data best addresses is: "Hew appropriately or well were job functions 
carried out?" 

. Outcome data examine the ultimate effectiveness of services delivered by 
the student services professional. Indirect outccme evaluation may be 
approached by examining consumer satisfaction. Actual behavior change on the 
pari: of the client is the ideal outcome measure, but it is more difficult to 
measure and assess. The question which this type of data best addresses is: 
What was accomplished by the job function which was carried out? 
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MEASURES OF JOB EFFECTIVENESS: METHODS OF DATA COLLECTION 



The job functions of student services personnel are performed in many 
different settings, across several client groups, and with a variety of 
purposes. As such, these job functions and competencies differ 
significantly from that of classroom teachers, whose major functions, for the 
most part, are performed in one setting — the classroom, with a primary 
audience - students, and with a primary purpose — instruction. 

While observation is emphasized as the primary method of data collection 
for appraising teachers' performance, it is only one of many possible methods of 
data collection for student services professionals. A single observation of a 
teacher carrying out a classroom lesson can provide an evaluator with sufficient 
data to assess several teacher functions and competencies. This is often not 
the case for student services professionals. One observation might provide data 
pertaining to only one major function area or competency. On the other hand, 
it may be difficult to assess the performance of a particular competency in a 
single observation. For example, consulting with a teacher or parent may occur 
over a period of time, so that one observation of a single conference would not 
provide adequate information to assess the development of the consulting 
relationship, stages of the consulting process, or consultation outcomes. 

Because of the nature of the job functions of student services professionals, 
multiple methods or samplings of data collection for performance appraisal are 
necessary. This section is designed to identify several methods of data collection 
that are appropriate for the performance appraisal of student services 
professionals. While several procedures are described, they are not necessarily 
inclusive of nor appropriate for all job functions. They are suggested as a 
basis for planning with student services professionals how their job performance 
can be most appropriately and comprehensively evaluated. 

Much of the data and information necessary to evaluate a student services 
professional can be collected and maintained by the evaluatee (e.g., logos, reports, 
survey feedback, ratings of in service) . In addition, many job functions are observed 
on a day-to-day basis and provide the opportunity for supervisor documentation. 

Observation 

Formal and informal observations are appropriate for many job functions and 
competencies of student services professionals. "Formal" observations are 
preplanned (announced or unannounced) visits that are designed specifically for 
the purpose of collecting and documenting performance appraisal data. "Informal" 
observations refer to ongoing, and sometimes incidental, observations which, 
though unscheduled, serve to provide data on major functions and competencies. 
Data from both informal and formal observations should be noted, maintained, 
and ultimately considered and integrated by the evaluator. 

There are certain student services functions for which observation should 
be used reluctantly, if at all. v,b do so might violate the professional service 
or relationship in progress. For example, observing individual counseling, 
individual assessment, or seme parent conferences could be viewed as an 
intrusion into the dynamics of the professional process, as well as into the 
confidential nature of the relationship. 



Observation of -a counseling session should never be done without the prior 
consent and preparation of the counselee. For young children who may not 
understand the implications of consent, parental permission to observe a 
child's counseling session may be advisable. For these reasons, observation 
of a counseling session should be used only as a last resort after exploring 
other avenues for evaluating these competencies (e.g. siirtulations and audio/ 
video tapes) . 

Observation of individual assessment sessions risks jeopardizing carefully 
standardized testing procedures. The influence of a third party on the assessment 
process would be uncertain at best. Because results of assessments often 
have considerable implication for students and their placement in the educational 
program, every assessment situation should be structured to help maximize and 
not jeopardise student performance. Nevertheless, it is important to evaluate 
the assessment skills of student services professionals. As with the observation 
of counseling, alternative methods, such as simulations and videotapes, may be 
the most appropriate methods to assess these skills. If direct observation is 
deemed necessary, however, the examinee should give prior approval and be 
carefully prepared. 

Consulting functions and competencies can usually be appropriately 
assessed by observation. For example, an e valuator could observe a student 
services professional consulting with school staff or leading a parent-teacher 
conference to assess specific consulting skills and techniques. At times, 
however, consulting relationships do touch on sensitive and confidential 
issues that probably should not be observed by a third party. 

One procedure found useful in conducting observation of sensitive or 
confidential job functions is to have a pre-arranged signal that the student 
services professional can give to the observer when the observation appears to 
interfere with the progress of the session. When such a signal is given, the 
observer should leave the session quietly, and follow up later with the school 
counselor, psychologist, or social worker to determine why the decision to 
terminate the observation was made. Thus, even this situation provides an 
opportunity to evaluate the student services professional's judgment and 
decision-making skills about the competency or job function in question. 

Review of Tapes 

Many of the functions and conpetencies for student services professionals 
can be assessed by listening to and viewing audio or video tapes of sessions 
with clients. It is recommended that evaluators who review tapes be highly 
trained in the conpetencies and skills being assessed. Some type of rating form 
may need to be developed for the evaluator to focus on the specific skills and 
techniques being assessed (see sample forms xtt sections II, III, and IV). 

Prior permission should be received from the client before a tape is made, 
and the client should be informed about how the tape will be used. In 
addition, it is reconrended that the tape be destroyed immediately after the 
evaluator reviews it and processes it with the employee" Only the evaluator 1 s 
notes and rating forms should be retained for summative feedback and 
conferences. 
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Interviews 



Evaluators can learn much about the performance of student services 
professionals by interviewing them about job activities or specific cases they 
have been handling. For example, an evaluator who is highly trained in 
counseling could interview a school counselor about a specific client the 
counselor has been seeing in individual counseling. If interviews occur 
with reference to the same case over a period of time, the evaluator may 
be able to assess the overall helping relationship and the progress that has 
been made. Such interviews will not allow the evaluator to directly assess 
the professional's actual use of specific skills and techniques, but they may 
provide data to help evaluate the overall effectiveness of a particular 
function and shed further light on the professional's decision-making skills 
and professional judgment. 

Simulations 

If observation or taping of job functions is not deemed appropriate or 
practical, evaluators might collect data by observing simulated activities. 
For example, a school psychologist might administer a test to another adult or 
to a student without that test having any purpose or meaning for the student. 
Administration of a test under such conditions would still require use of 
standardized administration procedures that could be evaluated. Similarly, 
the student services professional might role-play the handling of a crisis 
situation, counseling session, etc. in order to demonstrate use of specific 
skills. 

Review of Work Products 

" Student services professionals carry out many functions and competencies 
that involve the completion of work products. They write reports, compile 
resource lists, publish handbooks, develop and/or evaluate programs, and 
produce other documents that can be reviewed and evaluated. For example, a 
teacher handbook about child abuse and neglect developed by a school social 
worker could be reviewed and evaluated. As another example, assessment 
reports could be reviewed according to criteria reflected in the job function 
of assessment. 

Schedules and Time Logs 

Another form of performance appraisal data consists of examining work 
schedules and time records. This review enables the evaluator to assess how 
the counselor, psychologist, or social worker is using or managing his or her 
time. Although these reviews do not help to determine the effectiveness or 
"quality" of services, they can assess the "quantity" of specific services and 
whether or not there is a balance of services to address all the program goals 
and objectives. When counselors, psychologists, and social workers spend an 
inordinate amount of time in one function area, some explanation is needed. 
Sources of restricted role function include narrow program goals and 
objectives, limited staffing resources, need for additional skills and 
professional growth on the part of the student services professionals and/or 
poor use of time. 



Records of Interventions 



Job performance of student service professionals can be assessed, in part, 
by examining the types and appropriateness of interventions chosen by a counselor, 
psychologist, or social worker relative to the concerns, problems, or issues 
identified by the client. Records of interventions might indicate specific 
interventions developed and the needs that they address, the extent to which 
those interventions were appropriately implemented (either by the student 
services professional or others) , and the outcomes of those interventions . 
These records would span a period of time over which the intervention process 
was implemented and monitored and could include indirect (e.g., consultation) 
and direct (e.g., counseling) interventions. Evaluators need to have sufficient 
training and knowledge of intervention strategies to make adequate judgements 
about these processes. 

Outcome Measures 

Examining the outcomes of interventions is a difficult but important way to 
assess the professional skill inherent in developing and implementing 
i; srventions. Effectiveness is determined by ascertaining whether actual 
behavior change occurred on the part of the client as a result of the 
intervention (s) . Theoretically, correct or effective implementation of 
appropriate interventions should result in successful outcomes. However, successful 
outcomes do not necessarily equate to appropriate or effective interventions, 
just as unsuccessful outcomes do not always indicate inappropriate or ineffective 
interventions. There can be many intervening variables that influence outcomes. 
For example, planned interventions might actually be carried out by others with 
whom the professional has consulted. Even when records indicate the interventions 
were not carried out by others as planned, however, the evaluator might examine 
the consultation and support process used by the student services professional, 
as well as the specific interventions developed. 

Another caution is that successful student outcomes do not always mean that 
appropriate interventions were used. ; fhis is particularly so if questionable or 
unethical practices have been applied. The ends do not necessarily justify the 
means. For this reason, the evaluator should be knowledgeable about the 
professional ethics and practices for the student services professional being 
evaluated. 

Although the limitations and difficulties of collecting outcome data have 
been noted, the outcomes of services are extremely important in determining 
one's effectiveness and seme attempt should be made to consider them. 
Outcomes, while usually conceptualized as changes in student behavior, also 
may be considered in terms of services to parents, teachers, or other educators. 
Suggested ways of looking at outcomes are provided in the school psychology 
and school counseling sections on data collection methods. 

Consumer and Incidental Feedback 

Additional performance appraisal data can also be gathered in the form of 
feedback from client groups (e.g., students, parents, school staff) who 
use the services of the psychologist, counselor or social worker. This 
feedback on services received can be collected through surveys or interviews 
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of clients. Opportunities to collect incidental feedback often occur when the 
supervisor canes into contact with various clients of the professional. 
Incidental feedback may be useful data about aspects of the professional's 
work, but it should be carefully documented if used in determining the 
employee's effectiveness. 
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D. 



THE PERFORMANCE APPRAISAL PROCESS 

Clear ccmnunication between the student services professional and the 
evaluator(s) is fundamental to the success of a performance appraisal system. 
All stages of the performance appraisal process should be understood and 
jointly planned early in the school year. 

Planning 

Because the major functions for each of the student services areas 
collectively comprise a comprehensive program of services, it is essential that 
evaluators consider each of the major function areas with their evaluatees in 
delineating their job descriptions and priorities for any evaluation period. 
Agreement should be reached regarding the emphasis to be placed on the 
various functions during the year. Furthermore, planning should specify which 
competencies will be emphasized in addressing each major function area. 
Planning should also address: evaluation strategies, timelines for collecting 
data, scheduling of evaluative conferences, and designing a professional 
development plan. 

Evaluative Procedures 

Evaluators and the student services personnel should discuss and agree on 
the most appropriate methods of collecting data to measure professional performance 
in the function areas addressed. Depending on the job competencies being 
evaluated, consideration must also be given to the number and kinds of data 
sampling which are in order, and a tixoe frame for acquiring this data. At a 
ntinimum, each student services professional should be involved in an evaluative 
procedure on at least three (3) occasions during each school year. A comprehensive 
evaluative procedure should be conducted during each of the following three 
(3) time periods. 

. Before October 30 

. Between October 30 - January 15 

. After January 15 

In the student service professions, there are a variety of methods to 
collect performance appraisal data (see the section titled "Methods of Data 
Collection") . When data collection strategies are decided, a determination 
will need to be made about potential evaluators who are most qualified to 
acquire the data and appraise the employee's performance in a given area. In 
some instances it may be appropriate for the primary evaluator to seek 
assistance from another professional who is highly trained in a particular 
major function area or specific competency in question. This consideration 
holds for either the collection, interpretation, or analysis of the 
performance appraisal data. 

Feedback Conference 

During the school year, performance appraisal takes place in the context 
of a series of data collection activities and subsequent feedback sessions with the 
student services professional. The goal of such conferences is to train 
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professionals who are self-evaluating and self-directing. This is best 
accomplished by insuring that the employee participates in and shares 
responsibility for his performance appraisal and professional developn^ent. 
Toward this end, a face-to-face conference with the evaluated employee, in which 
he/she has a full opportunity to participate, should culminate each evaluation 
cycle. 

Professional Development Plan 

Data collected from evaluative strategies and shared in feedback conferences 
are used to design a professional development plan (PDP) for the student services 
worker. This plan should be developed collaboratively by the student services 
professional and the evaluator(s) early in the evaluation cycle, with revisions 
made as data continue to be collected. It should emphasize professional growth 
and development and focus on the acquisition or improvement of specific skills. 
A professional development plan includes long and short range goals, specific 
strategies for achieving goals, timelines, resource requirements, and assessment 
procedures or evidences of completion , PDP's can be developed and revised at 
any point during the evaluation period. Minimally, an employee ought to have 
seine professional development goals in place for the majority of the evaluation 
period, and optimally, a number of opportunities to gauge progress toward these 
goals. Integrating a review and update of one's PDP into formative evaluation 
conferences would offer a systematic means of meeting this purpose. 

Summative Conference 

Each student services professional must have a summative conference with 
his/her supervisor at the end of each contract year. The conference should 
summarize the employee's performance and include the evaluator's ratings of 
designated major functions from the peformance appraisal instrument. In 
conducting the sunmative conference, the evaluator will want to consider all 
the data collected through formative (formal and informal) evaluative procedure 
during the school year. Sunmative ratings must be justified by adequate and 
appropriate data in all cases. 
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SUGGESTED CRITERIA FOR RATING SCALE DECISIONS 

As a basis for these criteria, a rationale for the 6-point rating scale 
and its application will be presented. Were it an equal-interval scale, a 
6-point scale would not have a natural midpoint. However, it is conceivable to 
construe the scale so that scale position 3 is the midpoint, flanked on either 
side by equal-interval scales of different sizes: 

At Standard 



Below Standard 



Above Standard 



In short, such a scale permits or necessitates a ::iner discrimination of 
above standard than below standard performance. 

Application of this scale might be accomplished using a "decision-tree" model. 
This approach utilizes a three-stage decision making process, as follows: 



#1 



Is the performance basically satisfactory? 



#2 



V 



No 

Less than 3 



V 



How unsatisfactory: 



OR 



^ Consistently 



Yes 
3 or greater 



V 



V 



Is it better than satisfactory? 



y Occasionally ^ 



No 



v 



Yes 

Greater Than 3 



#3 



V 



The best you've ever seen, know about, or could imagine? 



No 



V 



] 



Yes 



How Much? 



Frequently 



5 



V 



Consistently 



Thus, by responding to each of the three decision questions cited above, an 
evaluator should reasonably be able to rate any aspect of job performance using the 
6-point rating scale. 



Inherent in the above discussion is the assumption that performance can be 
rated "at standard" (or minimally acceptable) , above standard, or below standard. 
In an effort to provide further guidance on making these basic distinctions in 
the quality of job performance, the following generic criteria are offered. For 
convenience sake, the criteria are proposed under the broad headings of the job 
conponents of planning, implementing, and evaluating services. To apply the 
criteria, the evaluator must determine whether any of thou seem to relate to a 
particular job function or practice in question. 



Below Standard 

Planning 

. Reacts to needs 
for services only 
when requested 



Reactive: Has to 

be encouraged or prodded 

to take action 

Unaware of others 1 
needs 



Rating Criteria 
At Standard 



Has a plan for 
basic services 
in place 



Assists or follcws 
other staff in re- 
sponding to needs 

Has basic aware- 
ness of others 1 
needs 



Above Standard 



Routinely monitors 
needs for services 
and adjusts plans 
accordingly 

Proactive: Takes 

the lead in providing 

(for) services 

. Acts on awareness of 
others 1 needs 



Implementing 

. Unavailable or 
unresponsive to, 
or uninvolved with 
others 

. Uninformed of 
available or potential 
services 



Usually behind 
or catching up 
on delivery of 
services 



Available or 
responsive to 
others 1 needs 
or requests 

Informs others of 
available (or 
potential) services , 
upon request 



Maintains services 
by responding to 
requests in timely 
manner 



Regularly initiates 
camrunication or 
consultation with 
others 

Disseminates, 
explains, or 
interprets 
information about 
services 

Anticipates and 
provides needed 
services 
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Rating Criteria 



Below Standard 



At Standard 



Above Standard 



Evaluation 



Serves few to 
none; meets few 
needs for services 



Others ccmplain 
about services 



Doesn't document 
services requested 
or delivered 



Serves many clients; 
meets numerous needs 
for services 



Complaints about 
services are few, 
if any 

Documents 

services requested or 
delivered 



Serves most of 
clientele; meets 
virtually all major 
needs for services 

A clear respect and 
praise for services 
exist 

Develops systematic 
accountability plan; 
comprehensively 
documents services 
requested or 
delivered 
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SECTION II 
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SECTION II - A 



PERFORMANCE APPRAISAL INSTRUMENT 



FOR 



SCHOOL COUNSELORS 



n-i 2 6 



SCHOOL COUNSELOR PERFORMANCE APPRAISAL PROCESS 



Guidelines 



1. The supervisor /evaluator (s) and the school counselor mutually define the 
competencies appropriate to each job function at the beginning of the 
year. Every function is to be evaluated . 

2. A plan for evaluation, feedback f and indicated revisions of performance 
standards is developed. Designated times for formative feedback during 
the year should be included • 

3* Multiple sources of information and data used to evaluate competencies 

and functions are considered, especially for areas where observations may 
intrude on the service being delivered (e.g., counseling and assessment) . 

4. Attempts are made to have a trained counselor evaluate the employed 
counselor on technical and professional aspects of practice (e.g., 
counseling and consulting processes) . Such peer evaluation is especially 
important during years when the school counselor is being considered for 
advancement on the career ladder. 

5. Once the evaluation is completed as specified on the performance appraisal 
instrument , the supervisor and school counselor develop appropriate 
professional development plans. Professional development plans should 
not be limited to areas of deficiency but should be developed for areas 
"at standard" or higher in which the school counselor may have special 
interests or desires continued growth. 
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JOB DESCRIPTION OF THE SCHOOL COUNSELOR 
REPORTS TO: Principal and/or Counseling Supervisor 

SUPERVISES: May coordinate and direct activities of counselor aides and 
clerical assistants ♦ 

PURPOSE: To help all students develop skills in the areas of personal- 

social growth, educational planning, and career and vocational 
developnent. 

DUTIES AND RESPONSIBILITIES : 

1. MAJOR FUNCTION : PROGRAM PLANNING 

The school counselor establishes the school counseling program and develops 
activities and resources to implement and evaluate the program* The school 
counselor involves other school staff in making decisions about the school 
counseling program. 

2. MAJOR FUNCTION : COUNSELING 

The school counselor provides individual and group counseling services to meet 
the developmental, preventive, and remedial needs of students. 

3. MAJOR FUNCTION: CONSULTING 

The school counselor consults with students, parents, teachers, and other school 
and conniunity personnel to assist in meeting the needs of students. 

4. MAJOR FUNCTION : O30RDINATING 

The school counselor coordinates all counseling services for students and 
assists with the coordination and implementation of student services in the 
school. The counselor also assists teachers with the Guidance Curriculum. 

5. MAJOR FUNCTION : STUDENT APPRAISAL 

The school counselor accurately interprets test results and other student data. 
The counselor also assists teachers with the educational placement of students 
by using appropriate educational assessment strategies • 

6. MAJOR FUNCTION : PROFESSIONAL PRACTICES AND DEVELOPMENT 

The school counselor adheres to ethical standards of the counseling profession, 
and abides by the laws, policies, and procedures that govern the schools. The 
counselor also participates in professional associations and upgrades 
professional knowledge and skills when needed. 
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SCHOOL COUNSELOR PERFORMANCE APPRAISAL INSTRUMENT 



INSTRUCTIONS 1. 

2. 
' 3. 
4. 

5. 
6. 



The evaluator is to rate the school counselor on a six-point 
scale as indicated below. 

The evaluator is encouraged to add pertinent comments at 
the end of each major function. 

The school counselor is provided an opportunity to react to 
the evaluator' s ratings and comments. 

The evaluator and the school counselor must discuss the 
results of the appraisal and any recommended action 
pertinent to it. 

The school counselor and the evaluator must sign the 
instrument in the assigned spaces. 

The competencies pertinent to each major function must be 
selected and discussed by the supervisor and school 
counselor at the beginning of the year. 

The instrument must be filed in the school counselor's 
personnel folder. 

Rating Scale 
(Please Check) 



School Counselor Name: 



School or Base-assignment: 







1 






>> 




c 

CO 


c 




c 

CO 


JO 


c 


a 
«j 


ind 


C 


md 


o 


c 


CO 




o 


«<* 


fC 
U- 


c 

CD 




CO 

<u 


C 

(T3 
W 


CO 


t i s 


up 




bov 


CO 
4-1 


o 


f) sa 


CO 






<x 


CO 


=> 



1.0 MAJOR FUNCTION: PROGRAM PLANNING 



1.1 Organizes the counL ;ling program by assessing needs, setting goals, 
and formulating a plan of action and program evaluation. 

1.2 Initiates and coordinates school-wide guidance and counseling 
activities. 

1.3 Manages time effectively and provides services on schedule. 

1.4 Maintains an organized, functional, and up-to-date office /counsel inq 
center. 

1.5 Seeks input from teachers and staff in making decisions about the 
school counseling program. 



Comments 
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Rating Scale 
(Please Check) 
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2.0 MAJOR FUNCTION: COUNSELING 




2.1 Demonstrates knowledge of counseling theories by selecting 
appropriate models and techniques for individual and group counsel- 
ing. 

2.2 Uses appropriate counseling processes and techniques for individual and 
group sessions to meet developmental, preventive, and remedial needs 

of students. 

2.3 Uses appropriate assessment and diagnostic procedures for determining 
and structuring individual and group counseling services. 

2.4 Follows up individual and group counseling to monitor student 
progress . 



Comments 



3.0 MAJOR FUNCTION: CONSULTING 



3.1 Demonstrates knowledge of consulting processes and techniques with 
students, parents, teachers, and administrators. 

3.2 Assists parents and teachers in understanding and responding to 
developmental levels of students. 

3.3 Presents instructional/informational programs to groups of students, 
parents, and teachers (e.g., parent education programs, group 
guidance, teacher inservice) . 

3.4 Interprets achievement and aptitude test data to assist school staff with 
curriculum planning. 




Garments 
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(Please Check) 
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4.0 MAJOR FUNCTION: COORDINATING 



4.1 Camrunicates effectively with students, parents, and staff. 

4.2 Advocates for all students. 

4.3 Assists teachers with the integration of guidance activities into the 
curriculum. 

4.4 Shares appropriate information about students with school personnel, 
parents, and community agencies. 

4.5 Makes appropriate referrals of students to school and camtunity 
programs. 

4.6 Assists with coordination of student services in the school. 

4.7 Assists with coordination of the school's annual testing program* 



Comments 



5.0 MAJOR FUNCTION : STUDENT APPRAISAL 1 [ I I I 

5.1 Interprets testing results and otner student data accurately . 

5.2 Conducts nonstandardized educational assessment according to 
professional practices (e.g., classroom observation) . 

5.3 Uses standardized tests and inventories according to published 
practices and professional standards. 

5.4 Assures that testing conditions and the administration of 
standardized tests in the school are appropriate. 

Ccmnents 
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Rating Scale 
(Please Check) 
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6.0 MAJOR FUNCTION : PROFESSIONAL PRACTICES 

AND DEVELOPMENT 



6.1 Adheres to ethical standards of the counseling profession. 

6.2 Follcws the laws, policies, and procedures which govern school 
programs . 

6.3 Carries out other school duties assigned by the administration, 
provided these assignments do not interfere with the counseling 
program and services to students. 

6.4 Takes part in professional development activities to improve 
knowledge and skills. 

Qzrments 



Evaluator's Summary Garments 



School Counselor's Reactions to Evaluation 



Evaluator's signature and date School Counselor's signature and date 

Signature indicates that the written 
evaluation has been seen and discussed. 



COUNSELOR PERFORMANCE APPRAISAL SYSTEM 4/87 

INSTRUCTIONS 1. Based on the evidence frcm observation and discussion, the 

evaluator is to rate the counselor's performance with 
respect to the six major functions listed below. 

2. The evaluator is encouraged to add pertinent carenents at 
the end of each major function, 

3. The counselor is provided an opportunity to react to the 
evaluator f s ratings and comments. 

4. The evaluator and counselor must discuss the results of 
the appraisal and any recommended action pertinent to it. 

5. The counselor and the evaluator must sign the instrument 
in the assigned spaces. 

6. The instrument must be filed in the counselor's personnel 
folder. 

7. The rating scale will be as follows: 



Level of performance 

6. Superior 

Performance within this function area is consistently outstanding. Practices 

are demonstrated at the highest level of performance. Counselors continuously 

seeks to expand scope of competencies and constantly undertakes additional, 
appropriate responsibilities. 

5. Well Above Standard 

Performance within the function area is frequently outstanding. Sane practices 
are demonstrated at the highest level while others are at a consistently high 
level. Cbunselor frequently seeks to expand scope of competencies and often 
undertakes additional, appropriate responsibilities. 

4. Above Standard 

Performance within this function area is frequently high. Some practices are 
demonstrated at a high level while others are at a consistently adequate /accept- 
able level. Cbunselor sometimes seeks to expand scope of competencies and 
occasionally undertakes additional, appropriate responsibilities. 

3. At Standard 

Performance within this function area is consistently adequate /acceptable. 
Practices fully meet all performance expectations at an acceptable level. 
Cbunselor maintains an adequate scope of competencies and performs additional 
responsibilities as assigned. 

2. Below Standard 

Performance within this function area is sometimes inadequate/unacceptable and 
needs improvement. Counselor requires supervision and assistance to maintain 
an adequate scope of competencies, and sometimes fails to perform additional 
responsibilities as assigned. 

1. Unsatisfactory 

Performance within this function area is consistently inadequate /unacceptable 
and most practices require considerable improvement to fully meet minimum 
performance expectations. Counselor requires close and frequent supervision 
in the performance of all responsibilities. 
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PERFORMANCE APPRAISAL FUNCTIONS, COMPETENCIES, AND 



SAMPLE EVIDENCES FOR 



SCHOOL COUNSELORS 
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SCHOOL COUNSELOR: INITIAL CERTIFICATION 
FUNCTIONS, COMPETENCIES, AND 
SAMPLE EVIDENCES 



The following are suggested examples of counselor performance that are 
evidences of each of the major functions for school counselors. Because each 
work situation is different, it is not likely that all of these evidences will 
be demonstrated by every school counselor. The evaluator is urged to develop 
a siinilar list of expectations specifically for the school counselor being 
evaluated. These expectations should provide indication that the six major 
functions are being performed. 

1.0 MAJOR FUNCTION : Program Planning 

1.1 Organizes the counseling program by assessing needs, setting goals, 
and formulating a plan of action and program evaluation. 

Sample Evidences 

a. Identifies student needs based on input fran students, parents, 
and teachers. 

b. Reports to the school administration and staff about the annual 
goals and services of the counseling program. 

c. Evaluates counseling services and activities. 



1.2 Initiates and coordinates school-wide counseling services and 
activities . 

Sample Evidences 

a. Plans and conducts special events, such as "Career Night," 
"Handicap Awareness Week," "Good Citizen of the Month." 

b. Helps the school administration identify and remedy school 
policies and programs that inhibit student and staff develop- 
ment. 

c. Helps the school administration develop policies and programs 
that benefit student and staff development. 

1.3 Manages time effectively and provides services on schedule. 
Sample Evidences 

a. Maintains a calendar of activities and services of the school 
counseling program. 

b. Completes assignments according to scheduled tiirelines. 

c. Is punctual. ^ ^ 
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1.4 Maintains an organized, functional, and up-to-date office/counseling 
center. 

Sample Evidences 

a. Keeps materials up-to-date and filed in a systematic order. 

b. Creates a pleasing atmosphere. 

c. Uses attractive bulletin boards to share information. 

d. Arranges furniture to have a positive influence on counseling 
and consulting processes. 

e. Schedules facilities for best utilization of the counseling 
program. 

Sample Evidences 

1.5 Seeks input from teachers and staff in making decisions about the 
school counseling program. 

a. Meets with the school guidance committee to receive input 
about the counseling program. 

b. Uses written comtunications to facilitate teacher referrals 
and teacher feedback. 

2.0 MAJOR FUNCTION : Counseling 

2.1 Demonstrates knowledge of counsel^ 7 theories by selecting 
appropriate models and techniques for individual and group 
counseling. 

Sample Evidences 

a. Describes the counseling models and techniques being employed 
in specific cases or being used with particular groups. 

b. Is observed (on auditory or video tape) using techniques 
congruent with the counseling model being applied. 

2.2 Uses appropriate counseling processes and techniques for individual 
and group sessions to meet developmental, preventive, and remedial 
needs of students. 

Sample Evidences 

a. Is observed (on auditory or video tape) using appropriate 
counseling skills and techniques. 

b. Describes various counseling skills used in individual and 
group sessions. 

c. Distinguishes between developmental, preventive, and remedial 
counseling relationships. 
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2.3 Uses appropriate assessment and diagnostic procedures for determining 
and structuring individual and group counseling services ♦ 

Sample Evidences 

a, Applies interviewing, observation, and other assessment 
techniques in determining appropriate services ♦ 

b, Explains rationale for using particular assessment or 
diagnostic techniques , 

c, Has appropriate selection procedures for establishing groups* 

2.4 Follows up individual and group counseling to monitor student 
progress , 

Sample Evidences 

a, Sends written ccmnunications to parents/teachers to check on 
student progress, 

b, Schedules follow-up contacts with students ♦ 
3,0 MAJOR FUNCTION; Consulting 

3*1 Demonstrates knowledge of consulting processes and techniques with 
students, parents, teachers, and administrators , 

Sample Evidences 

a, Is observed using appropriate consulting processes and techniques 
in individual and group settings ♦ 

b, Explains the appropriate use of various consulting skills, 

c, Distinguishes between consulting and counseling relationships, 

d, Holds parent/teacher conferences, 

3,2 Assists parents and teachers in understanding and responding to 
developmental levels of students. 

Sample Evidences 

a. Uses school newsletter or handouts to inform teachers and 
parents about developmental stages/needs of students, 

b. Helps teachers and parents understand student test performance 
in relation to student development, 

c Provides behavioral suggestions to teachers and parents that 
are developmentally appropriate for students. 

d. Provides materials to teachers to assist them in the 
implementation of the Guidance Curriculum, 
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3.3 Presents instructional/informational programs to groups of students, 
parents, and teachers (e.g., parent education programs, group 
guidance, teacher inservice) . 

Sample Evidences 

a. Conducts parent programs to provide information/instruction. 

b. Conducts teacher inservice based on assessed teacher needs. 

3.4. Interprets achievement and aptitude test data to assist school staff 
with curriculum planning. 

Sample Evidences 

a. Holds individual and group conferences with students, teachers, 
and parents about test results. 

b. Participates in curriculum revision based on testing results. 
4 . 0 MAJOR FUNCTION ; Coordinating 

4.1 Communicates effectively with students, parents, and staff. 
Sample Evidences 

a. Uses correct verbal and written camtunications. 

b. Maintains a file of resource persons available for classroom 
and/or group discussion. 

c. Maintains cxxnmunicatior* with appropriate ccmnunity agencies. 

d. Informs students and parents about career opportunities, 
post-secondary application procedures, financial aid, etc. 

e. Uses the media - newspaper, radio, TV - to announce programs 
and events of the school counseling program. 

4.2 Advocates for all students. 
Sample Evidences 

a. Demonstrates an awareness of the cultural differences and 
needs of students in the school. 

b. Helps the school administration identify programs and policies 
that may be discriminatory. 

c. Apprises teachers of special services that exist and are 
available to students. 
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d. Assures that all students have equal access to the counseling 
program regardless of race, national origin, sex, religion, or 
handicap. 

,3 Assists teachers with the integration of guidance activities into 
the curriculum, 

Sanple Evidences 

a. Provides inservice to teachers about the Guidance Curriculum, 

b. Provides materials and resources to teachers for doing guidance 
activities in the classroom* 

c. Plans with teachers ways to integrate guidance in daily 
instruction . 

d. Presents model guidance activities in the classroom, 

4 Shares appropriate information about students with school personnel, 
parents, and community agencies. 

Sample Evidences 

a. Demonstrates appropriate confidentiality in dealing with others* 

b. Provides information to teachers /parents for implementing 
developmental and remedial strategies, 

c. Uses proper procedures to assure that access to student records 
conforms to the Family Educational Rights and Privacy Act. 

5 Makes appropriate referrals of students to school and community 
programs. 

Sample Evidences 

a. Is knowledgeable of local and state service agencies. 

b. Follows procedures in making referrals. 

c Maintains communications with local agencies. 

d. Allows parents to choose agencies most appropriate for them 
and their children. 

e. Follows up to determine effectiveness of referral services. 

6 Assists with coordination of student services in the school. 
Sanple Evidences 

a. Meets on a regular basis with other student services 
professionals: nurse, social worker, psychologist. 
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b. Coordinates efforts with other student services workers to 
avoid duplication of services* 

4.7. Assists with coordination of the school's annual testing program, 

Sanple Evidences 

a. Provides inservice to teachers on correct adntinistration 
procedures for the testing program. 

b. Distributes and collects testing materials, 

c. Monitors test administration and reports irregularities to 
proper authorities, 

d. Assists with scheduling make-up tesHLng. 
MAJOR FUNCTION; Student Appraisal 

5.1 Interprets testing results and other student data accurately. 
Sample Evidences 

a. Interprets sisrcnary report of annual testing to administration 
and staff. 

b. Confers with parents about their children's test results. 

c. Helps teachers understand student data when transferred from 
other schools. 

5.2 Conducts nonstandardized educational assessment according to pro- 
fessional practices (e.g., classroom observation). 

Sample Evidences 

a. Conducts classroom observation of students to help determine 
most appropriate services. 

b. Uses appropriate interviewing techniques in gathering informa- 
tion from students, pnrents, and teachers. 

c. Makes appropriate use of informal questionnaires and interest 
inventories. 

5.3 Uses standardized tests and inventories according to published 
practices and professional standards. 

Sample Evidences 

a. Follows standardized procedures when administering tests. 

b. Uses tests and other instruments for which counselor is 
adequately trained/certified. 

n-il o 



5.4 Assures that testing conditions and the administration of 
standardized tests in the school are appropriate. 

Sample Evidences 

a. Provides information and instruction to school staff on proper 
administration of standardized tests. 

b. Monitors the school's annual testing program. 

c. Keeps standardized testing materials secure. 
MAJOR FUNCTION ; Professional Practices and Development 

6.1 Adheres to ethical standards of the counseling profession. 
Sample Evidences 

a. Demonstrates ethical behaviors. 

b. Maintains a file of pertinent ethical guidelines. 

c. Explains confidentiality and privileged cormunication to 
students . 

d. Demonstrates understanding of own professional limitations. 

6.2 Follows the laws, policies, and procedures which govern school 
programs. 

Sample Evidences 

a. Demonstrates knowledge of federal, state, and local laws 
that are applicable to school counseling programs. 

b. Uses established reporting procedures and channels. 

6.3 Carries out other school duties assigned by the administration, 
provided these assignments do not interfere with the counseling 
program and services to students. 

Sample Evidences 

a. Monitors/supervises student activities and clubs as requested. 

b. Meets timelines for assigned activities. 

C. Reports to administration if extra duties are infringing on 
counseling responsibilities. 

6.4. Takes part in professional development activities to improve 
knowledge and skills. 

11-16 
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Sample Evidences 

a* Participates in staff development, inservice, classes, 
conferences, conventions, etc., to expand knowledge and 
understand self and others. 

b. Participates in professional counseling organizations. 

c. Attends professional meetings and functions (national, 
regional, state, and local). 
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SECTION II - C 



SUGGESTED DATA COLLECTION METHODS 



BY COMPETENCY AREA FOR 
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c. 

SCHOOL COUNSELOR: SUGGESTED 



FUNCTIONS and COMPETENCIES 



1.0 PROGRAM PLANNING 

1.1 Organizes the counseling program by assessing 
needs, setting goals , and formulating a plan 
of action and program evaluation. 



1.2 Initiates and coordinates school-wide 
counseling services and activities. 



H 
H 
! 

to 

o 



1.3 Manages tine effectively and provides services 
on schedule. 



1.4 Maintains an organized, functional, and 
up-to-date office/counseling center. 



1.5 Seeks input from teachers and staff in 

making decisions about the school counseling 
program. 

44 



ERIC 0 



COLLECTION METHODS 



SAMPLE DATA COLLECTION METHODS 



.Review needs assessment survey results 
.Review work plan showing weekly, monthly, annual 
schedules 

.Observe counselor presenting an annual counseling 

plan to faculty 
.Review program evaluation processes and results 
.Observe counselor leading guidance conuittee meeting 

.Review special events planned by counselor 
.Observe counselor working with administration and 

faculty to develop appropriate programs and policies 
.Review schedules and agenda for guidance carmittee 

meetings 

.Receive feedback from teachers and students 

.Review schedules: daily, weekly, monthly calendar 
.Observe punctual behavior 
.Receive feedback fron teachers and students 
.Review tasks /projects completed in a tiirely manner. 

.Review materials displayed in counseling center /office 
.Observe bulletin boards, arrangement of furniture 

and equipement used 
.Interview counselor about organization and arrangement 

of counseling center/office 

.Interview counselor about how program decisions are 
reached 

.Review schedule of guidance carmittee meetings and 

other avenues of teacher input 
.Review written ccmnunications and forms sent out to 

teachers requesting input a k 






SCHOOL COUNSELOR: SUGGESTED DATA COLLECTION METHODS 



FUNCTIONS and COMPETENCIES 



SAMPLE DATA COLLECTION METHODS 



2.0 COUNSELING 



*2.1 



*2.2 



H 
H 
I 

to 



*2.3 



2.4 



Demonstrates knowledge of counseling 
theories by selecting appropriate models and 
techniques for individual and group 
counseling. 



Uses appropriate counseling processes and 
techniques for individual and group sessions 
to meet developmental, preventive, and 
remedial needs of students. 

Uses appropriate assessment and diagnostic 
procedures for determining and structuring 
individual and group counseling services. 



Follows up individual and group counseling 
monitor student progress. 



to 



*Assistance with, data collection and analysis of 

these competencies may be needed f rem professionals 
with training in counseling. 



.Observe group counseling sessions 

.Review audio and /or video tapes of individual 

and group counseling sessions 
.Interview counselor about theories and 

models selected 

.Observe group sessions 

.Review audio /video tapes of counseling sessions 
.Observe a simulation of a counseling session 
.Interview counselor about a specific case 

.Interview counselor about procedures being used 
.Review assessment /diagnostic instruments used 
.Review tapes of initial counseling sessions 

.Review documentation of follow-up sessions /appointments 

.Receive feedback frcm teachers and students 

.Review instruments used to obtain follow-up information 
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SCHOOL COUNSELOR; SUGGESTED DATA COLLECTION METHODS 



FUNCTIONS and COMPETENCIES 



SAMPLE DATA COLLECTION METHODS 



\0 CONSULTING 



H 
H 



to 
to 



*3.1 



3.2 



3.3 



*3.4 



Demonstrates knowledge of consulting 
processes and techniques with students, 
parents, teachers, and administrators. 



Assists parents and teachers in understanding 
and responding to developmental levels of 
students. 




Interprets achievement and aptitude test 
data to assist school staff with curriculum 
planning. 



*Assistance with data collection and analysis may be 
needed frcm professionals who have training in chese 
competencies . 



.Observe consulting sessions: conferences with 

students, parents, teachers and other professionals 

.Interview counselor about conferences he/she 
facilitated 

.Review feedback from students, parents, and 
teachers 

.Review documentation of educational programs 

presented to parents 
.Observe inservice programs presented to * jachers 
.Review evidences of participation in curriculum 

decisions and planning with teachers 
.Observe presentation to parents and/or teachers 

.Review schedule of group presentations 
.Observe group presentations 

.Review evaluation summaries frcm group participants 



.Review docurnentation of meetings with teachers to 
discuss test results and impact on instructional 
decisions 

.Observe counselor interpreting test results to 

parents, students, and/or teachers. 
.Interview counselor about school testing results 
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SCHOOL COUNSELOR; SUGGESTED DATA COLLECTION METHODS 



FUNCTIONS and COMPETENCIES 



SAMPLE DATA COLLECTION METHODS 



4.0 COORDINATING 




4.1 


Carmunicates effectively with students, 
parents, and staff. 


.Observe presentations, conferences, etc. 

with students, parents, and teachers 
.Review written reports, handouts, newsletters, 

correspondence , etc . 
.Receive feedback from students, parents, and teachers 


4.2 


Advocates for all students 


.Canpile evidence that counselor serves a wide 

spectrum of the student population: handicapped, 
minority, disadvantaged, college-bound, gifted, 
and other students. 

•Observe counselor /student relationships 

.Receive feedback from students. 


4.3 


Assists teachers with the integration of 
guidance activities into the ctirriculum. 


♦Review documentation of meetings with teachers to 

plan the integration of the guidance curriculum 
.Observe classroom guidance presentations 
• Review schedule of guidance carmittee meetings 
•Review feedback from teachers 


4.4 


Shares appropriate information about students 
with school personnel, parents, and community 
agencies. 


.Review documentation of meetings with school 

psychologist, social worker, nurse, and other 

school personnel 
.Observe counselor sharing information 
.Review feedback frcm other school personnel, students, 

and parents about appropriateness of counselor 

sharing information 


4.5 

5 


Makes appropriate referrals of students to 
school and comnunity programs, 

0 


.Review documentation of referrals made 

.Compile evidence that procedures and policies are 

followed correctly and accurately 
Jcmpile evidence that referrals have been beneficial 

to students 
.Review referrals forms ' 



H 
H 
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SCHOOL COUNSELOR; SUGGESTED DATA COLLECTION METHODS 



FUNCTIONS and COMPETENCIES 



SAMPLE DATA COLLECTION METHODS 



COORDINATING (continued) 

4.6 Assists with coordination of student services 
in the school. 



4.7 Assists with coordination of the school's 
annual testing program. 



.Review scheduled meetings with other student 

services personnel 
.Receive feedback from student services personnel 

.Catpile evidence that assigned duties are 
performed with accuracy and on schedule 

.Observe training session led by counselor for 
teachers and test monitors 

.Receive feedback from teachers 



H 
H 

i 

to 
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SCHOOL COUNSELOR: SUGGESTED DATA COLLECTIOJ METHODS 



FUNCTIONS and COMPETENCIES 


SAMPLE DATA COLLECTION METHODS 


5.0 STUDENT APPRAISAL 




*5.1 


Interprets testing results and other 
student data accurately. 


.Observe test data presentation and interpretation 
•Review written reports, handouts, and information 


*5.2 


Conducts nonstandardized educational 
assessment according to professional 


•Interview counselor about testing practices 
•Review documentation of nonstandardized assessments 

{counselor made questionaires, etc,) 
•Receive feedback from teachers about classroom 

observations 


*5.3 


Uses standardized tests and inventories 
according to published practices and 
professional standards. 


•Observe a simulated test administration 
♦Interview counselor about testing practices 
.Observe training session presented by counselor to 

teachers and test monitors 
.Compile evidence of test security 


5.4 


Assures that testing conditions and the 
administration of standardized tests in 
the school are appropriate* 


.Review schedules of training for teachers and 

test monitors 
.Compile evidence of steps taken to assure correct 

testing conditions are observed 
.Observe meetings with school administration to 

plan testing schedules, locations, etc. 



*Assistance with date collection and analysis 
for these competencies may be needed from 
professionals who have training in testing 
and measurement. 
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SCHOOL COUNSELOR; SUGGESTED DATA COLLECTION METHODS 



FUNCTIONS and COMPETENCIES 


SAMPLE DATA COLLECTION METHODS 


6.0 PROFESSIONAL PRACTICES AND DEVELOPMENT 




*6.1 


Adheres to ethical standards of the 
counseling profession. 


.Review evidence that counselor has copy of 

ethical standards on file 
.Receive feedback frcra teachers, students, 

parents, and other school personnel 
.Observe counselor explaining confidentiality 
.Interview counselor about ethics involved 

in specific cases 


6.2 


Follows the laws, policies, and procedures 
which govern school programs. 


.Compile evidence of adherence 
.Receive feedback from teachers, admin isfc ation, 
and others 

.Observe counselor sharing information with staff 
about specific statutes and procedures (e.g., 
privileged comnunication, child abuse reporting) 


6.3 


Carxies out other school duties assigned 
by the administration, provided these 
assignments do not interfere with the 
counseling program and services to students. 


.Review schedules to show that adequate time is 
spent in direct services to students 

.Compile evidence that other duties are completed 
in a timslv and acoiraf'p nwnnpr 


6.4 


Takes part in professional development 
activities to improve knowledge and skills. 


.Carpile evidence of participation in staff 
development 

.Review documentation of attendance at professional 

association meetings 
.Review enrollment in graduate courses or professional 

seminars 



*Assistance with data collection and analysis 
of this competency may be needed from a professional 

who is knowledgeable of the ethical standards for _ 
the sc'' d1 counseling profession. 





SECTION II - D 



SAMPLE DATA COLLECTION FORMS AND EVALUATION CRITERIA 



FOR 



SCHOOL COUNSELORS 




Note: Additional forms and criteria may be adapted from the school psychology 
(III-D) and social work (II-D) sc-ctions. 




Index of Sample Data Collection/Evaluative 



Forms for School Counselors 
1.0 MAJOR FUNCTION: Program Planning 

Page 11-28 Needs Assessment: Counseling Program 

11-29 Student Needs Survey 

11-31 Elementary Counseling Evaluation for Parents 

11-38 Counselor's Monthly Report 

11-39 Counseling Department Monthly Summary of Contacts 

11-40 Counseling Department Monthly Summary of Contacts 

11-41 Elementary Counseling Evaluation for Students 

11-43 Student Assessment of Counseling Program - I 

11-45 Student Assessment of Counseling Program - II 

11-47 Questionaire for Administrators 

2 . 0 MAJOR FUNCTION : Counseling 

Page 11-32 Individual Counseling Evaluation 

11-33 Teacher Evaluation of Counseling Services 

11-35 Group Evaluation - I 

11-36 Group Evaluation - II 

11-37 Elementary Counseling - Duso's Letter 

11-49 How to Write a Case Study 

11-50 Counselor Interview Form 

11-51 Counseling Observation Instrument 

11-52 Counseling Observation Instrument: Behavioral Indicators 
3.0 MAJOR FUNCTION: Consulting 

Page 11-31 Elementary Counseling Evaluation for Parents 

11-34 Student Evaluation Form of Counselor Class Activities 

11-36 Group Evaluation - II 

11-48 How to Write a Case Study 

11-57 Counselor Group Presentation Observation Instrument 

11-58 Counselor Group Presentation Observation Instrument: 

Behavioral Indicators 

11-62 Consultation Observation Instrument 

11-63 Consultation Observation Instrument: Behavioral Indicators 

11-67 Consultant Interview Form 

4.0 MAJOR FUNCTION: Coordinating 

Page 11-34 Student Evaluation Form of Counselor Class Activities 
11-39 Counseling Department Monthly Summary of Contacts 
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(SAMPLE FORM) 

NEEDS ASSESSMENT: COUNSELING PROGRAM 

Teachers: 

In order to develop a counseling program that suits your needs and the 
needs of the students , I would appreciate sane input frcm you. 
Please rate the following counselor activities 1 to 5 according to your 
preferences. 

1 2 3 4 5 Small group cc »nseling (problem oriented) 

1 2 3 4 5 Shall group counseling (developmental) 

12 3 4 5 Working with teachers to identify problems and develop 

strategies 

12 3 4 5 Individual counseling for students 

12 3 4 5 Assistance \dth the guidance curriculum 

12 3 4 5 Being available for self-referrals from students 

1 2 3 4 5 Working with parents (individually and in groups) 

concerning their children 

12 3 4 5 Staff development in guidance activities for teachers 

1 2 3 4 5 On-^oing teacher seminar 

Would you be interested in assistance with classroom guidance? 

Yes No Could be persuaded 

If sc. which areas would you be most interested in? 

Materials to do guidance activities 

Counselor to do "model" classroom guidance activities 

Career education 

Would like to plan unit with counselor on the following topic: 



What did you like best about last year's counseling program? 
How do you think the program could be improved? 
What can I do to be most helpful to you? 
Teacher's Name 
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(SAMPLE FORM) 

STUDENT NEEDS SURVEY 

(K-2) / 0 0 \ / <* * 

This is a sad face 

This is the way I feel / u \ 

w 

GR^DE: 

*************************************** 

• © \ / cj * 

1. Most of the time this is the 
way I feel about myself . . < 

2. This is how I feel about coning / 
to school I 

V t ^/ i \ r ~v 

3. This is how I feel about the / ° Q \f O & 
work I do in school . . . . 

4. This is how I think my teacher ( & © \ / <3 O 
feels about me 

5. This is how I feel about making / q 0 \ / & & 
friends I V 
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6. TMs is how other children 
feel about ne 



7. This is how I feel about 
talking with my teacher 



8. This is how I feel about 

talking in show and tell . . e . . . 



9. This is how I feel nbout 
my family 



0 



10. This is how I feel when I 
think about my dad . . . . 



11. This is how I feel when I 
think about my mem . . . 



12. This is how I feel about 
my brothers and/or sisters 



• 



SCHOOL 



(SAMPLE FORM) 

ELEMENTARY COUNSELING EVALUATION FOR PARENTS 



Student's Sex: School: 

Age: | Counselor: 

Grade: 

1. Are you aware that your child's school currently provides counseling sorvioes? 
Yes N o 

2 # Has the school counselor had contact with your child this year? 

Y es No Please caiment as to whether or not this contact was 

helpful. Parents' response: 



3. Have you had any contact with the counselor concerning your child? 

No Yes Please content regarding this contact. Was it helpful? 

Parents'" response: 



4. Hew effective do you feel the counseling program has been in helping your 
child meet his/her needs and in achieving suitable goals? Please place a 
check mark on the scale to indicate your judgement of effectiveness, 

0 1 2 3 4 5 



Not Effective Vory Effective 



Do you have any questions, comments, or suggestions regarding the school 
counseling program or counselor? Parents' response: 



6. Do you favor expansion or continuation of the counseling program? 



7. In vriiat ways have school counseling services or the counselor affected your 
child 'rs progress or adjustment tl ; year? Parent's response: ____ 



Please return by: fi 0 

to: Oo 



(SAMPLE FORM) 

INDIVIDUAL COUNSELING 
EVALUATION 



1. How many times have you visited with the counselor this year ? 



2. Did the counselor listen to your roncerns? 
Yes No Sometimes 



3 # Do you think the counselor understood your concerns? 
Yes No Saretimes 

Ccmiients : 



4. Did the visits with the counselor help you solve your problems? 
Yes No N ot Sure 

Comments: 



5. Would you visit this counselor again, if you need help? 
Yes No Sometimes 

Comments: 



Wbuld you reccnmend this counselor to your friends if they needed 
help? Yes No Not Sure 



Comments: 
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TEACHER EVALUATION 
OF COUNSELING SERVICES 



(SAMPLE FORM) 



Dear Teacher: 

In (Month) you referred 



(student) to the counseling center for 



(identified concern) . Please let me know how the 



student is doing regarding this concern* 

Check the line below to indicate progress or lack of progress the student 
has made and return this form in the attached envelop at your earliest con- 
venience. 

Thank you for your assistance. 

Problem is Worse No Progress Much Progress 

^3 -2 =4 0 +1 +2 +3 



e 
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(SAMPLE FORM) 

STUDENT EVALUATION FORM 
OF COUNSELOR CLASSROOM ACTIVITIES 

1. Were you glad the counselor visited your roan? 

Yes ( ) No ( ) Why? (Write camients below) 



2. What is the most important thing you learned fran the counselor's visit? 



3. What did you like best? 



A. What did you not like? 



5. Has the counselor helped you understand yourself and others better? 
If yes, can you give an exairple? 

Yes ( ) No ( ) 
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(SAMPLE FORM) 

GROUP EVALUATION I 

SA = Strongly agree 

A = Agree 

U = Uncertain 

D = Disagree 

SD = Strongly disagree 

1. In this group I learned about my feelings, 

SA A U D SD 

2. In this group I learned about other people's feelings, 

SA A U D SD 

3. This group made seme difference in how I act outside the group, 

SA A U D SD 

4. This group had no effect on me. 

SA A U D SD 

5. As a result of this group, I would talk to my counselor about a problem, 

SA A U D SD 

6. I disliked being in this group. 

SA A U D SD 

7. I would like to be in a group ,\ike this again. 

SA A U D SD 
*************************** ************* 

1. What I liked most about this group was: 

2. What I liked least abut this group was: 
If someone asked me about this group, I would say: 
What I learned most from this group was: 

67 
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(SAMPLE FORM) 

GROUP EVALUATION II 



Why did you participate in this group? 



Now that the group has finished, do you feel the participation was worth it? 



Did the counselor lead the group well? 
Yes No Sometimes 



Did the counselor answer your questions adequately? 
Yes No Sometimes 




Would you like to participate in another group with this counselor? 



Yes No Not Sure 



Garments: 



Would you encourage your friends to join one of the counselor's groups? 

Yes N o N ot Sure 

Conments: 



Did the counselor listen to your concerns in the group? 
Yes N o Sometimes 

Comments: 
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(SAMPLE FORM) 

ELEMENTARY COUNSELING 
DUSO'S LETTER 

Did you enjoy Duso's visit? 
Yes No 



Would you like to see Duso again? 
Yes No 



Did Duso's stories help you to learn about yourself? 

Yes No 

How? 



Did Duso's stories help you ieam about others? 

Yes No 

How? 
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(SAMPLE FOPM) 

COUNSELOR'S MONTHLY REPORT 



NAME; SCHOOL (S) 

MONTH: 



SCHEDULED MEETINGS: 




PLANS/ OBJECTIVES (COMPLETED) 



IF YOU DID NOT COMPLETE YOUR PLANS/ 
OBJECTIVES FOR THE MONTH WHAT WERE 
THE CONTRIBUTING FACTORS? 
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(SAMPLE FORM) 



NAME OF SCHOOL 
COUNSELING DEPARTMENT MONTHLY SUMMARY OF CONTACTS 
MONTH OF COUNSELOR 



1. Number of individual counseling sessions 

2. Number of group counseling sessions 

3. Number of group guidance sessions 

4. Number of contacts with parents 

5. Number of contacts with teachers, Re: students 

6. Number of staff conferences with teachers, administrators, etc. 

7. Number of referrals fron teachers, administrators, 

parents, students (self), etc 

8. Number of referrals to school resources 

9. Number of contacts witli cannunity agencies 

10. Number of referrals to community agencies 

11. Number of job placements 

12. Number of contacts for educational placements 

13. Number of post-secondary placements 

14. Number of crisis or emergency contacts 

15. Number of sessions involving testing (coordination, 
administration, interpretation, etc.) 

16. Number of program planning and evaluation sessions 

17. Other 

18. Other 4 

NOTES: 
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r utfPLE FORM) 



NAME OF SCHOOL 
COUNSELING DEPARTMENT SUMMARY OF CONTACTS 



WEEK OF COUNSELOR 



REASON FOR CONTACT MON. TOES. WED* THUR. FRI. TOTAL 



1. Number of individual counseling 
sessions 



2. Number of group counseling sessions 



3. Number of group guidance sessions 



4. Number of contacts with parents 



5. Number of contacts with teachers 
Re: Students 

6. Number of staff conferences with 
teachers , administrators , etc. 



7. Number of referrals from teachers, 
parents, administrators, students, 
(self) , etc. 



8. Number of referrals to s" .ool 
resources 



9. Number of contacts with cowttunity 
agencies 

10. Number of referrals to camtunity 
agencies 



11. Number of job placements 



12. Number of contacts for educational 
pla ^n uents 



13 . Number of post-secondary placements 



14. Number of crisis or emergency 
contacts 



15. Number of sessions involving test- 
ing coordination, administration, 
interpretation f etc*) 



16. Number of program planning and 

equation sessions 7 % 
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(SAMPLE FORM) 

ELEMENTARY COUNSELING EVALUATION 
FOR STUDENTS 



Here are sane questions about your counselor • Vfe would like you to help us 
understand what your counselor does. Please mark your answers with an "X". 

Y es No 1. Do you know who your counselor is? 



Jfes No 2. Do you know what he/she does at 

school? 

Yes No 3. Have you ever talked with him/her? 



Yes No 4. Can you see your counselor when you 

want to? 

_X es N o 5. Does the teacher send you or your 

classmates to see the counselor? 

Jfes No 6. Do you talk with your counselor by 

yourself with no one else there? 

Yes No 7. Do you and a few other students talk 

to the counselor at the same time? 

Jfes N o 8. Does your counselor come to your 

class and talk to all of you? 

Jfes N o 9. S onetime during this school year, 

has the counselor talked to you 
or your class about what to expect 
in school? 

Jfes No 10. Has your counselor talked with you 

about tests you have taken? 

Jfes N o 11. Has your counselor talked with you 

about how well you like your school 
work? 

Jfes No 12. Does your counselor talk with pupils 

having trouble with their school 
work? 

Jfes N o 13. Does your counselor talk with 

students who are worried or upset? 

_Yes N o 14. Has your counselor ever talked with 

your parents about you? 



ERLC 



Yes No 15. Has your counselor talked with you 

about what you might want to do when 
g you are old enough to have a job? 
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Yes No 



Yes No 



Yes No 



Yes No 



Yes No 



Yes No 



Yes No 




Please write your reasons for 



16. In your class, has your counselor 
read stories to you or had you 
answer questions? 

17. Has your counselor played games or 
given you tests just by yourself ? 

18. Has your counselor given tests to 
your whole class? 

19. Has your counselor sent some 
children to see someone else if 
it will help the person? 

20. Has your counselor talked to you 
about why people do what they do? 

21. Does your counselor keep secret the 
things you say? 

22. Do your counselor and teacher work 
together to try to help you? 



questions that you marked "NO." 
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(SAMPLE FORM) 

STUDENT ASSESSMENT OF THE COUNSELING PROGRAM - I 
MIDDLE/ JUNIOR HIGH SCHOOL 

Your frank appraisal in answering tins questionnaire will be most helpful in 
assessing the present strengths and determining future direction of the 
counseling program in your school. Circle your responses. 

Y = Yes; N = No 

Y N 1. Do you know which member (s) of the school staff are the 

school counselor (s) ? 

Y N 2. Have your teachers discussed in your classes topics about 

friendship and getting along with others? 

Y N 3 Have you had an opportunity to discuss the importance of 

a good education? 

Y N 4. Do you have access to information you want and need to knov> 

about various occupations you are now considering? 

Y N 5. Would you feel free to discuss a personal problem with your 

school counselor? 

Y N 6. Did you get information to help you make good choices about 

the courses you are now taking? 

Y N 7. Have you been helped to plan the subjects and activities you 

want and need while you are in middle/junior high school? 

Y N 8. Have you ever visited the counselor's office to talk to your 

counselor? 

Y N 9. Have you received any help at school in improving your study 

habits — d skills? 

Y y 10. Have you had an opportunity to participate in group 

discussions about the courses you would like to -cake 
in high school? 

Y N 11. Did you have an opportunity to leam about or visit your 

present school before enrolling? 

Y N 12. Is your counselor available to talk with you when you feel 

it is necessary? 

Y N 13. Does your counselor help you understand the meaning of your 

test scores? 
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Y N 14. Can you discuss your real feelings about your concerns 

with your counselor? 

Y N 15. Do you feel that your visits with the school counselor have 

been helpful to you? 



Y 


N 


16. 


Y 


N 


17. 


Y 


N 


18. 



in the school? 

Y N 19. Do your teachers talk about the possible careers related 

to the subjects they teach? 

Y N 20. Are you thinking about or planning what you would like to 

do after you finish school? 



Garments about items that you checked "NO": 



# 
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(SAMPLE FORM) 

STUDENT ASSESSMENT OF THE COUNSELING PROGRAM - II 
HIGH SCHOOL STUDENTS 

SCHOOL GRADE DATE 

Your frank appraisal in answering this questionnaire will be most helpful in 
assessing the present strengths and determining future direction of the 
counseling program in your school. Circle the most appropriate response. 

Y = Yes; N = No 

Y N 1. Do you know which member of the school staff is your school 

counselor? 

Y N 2. Can you visit the counseling center when the need arises? 

y N 3. Have your teachers discussed topics of concern that are related 

to your classes? 

y N 4. Have you had an opportunity to discuss the importance of a 

good education? 

y N 5. Have your teachers stressed the relationship between the 

courses you are taking and careers you may choose? 

6. Has your counselor interpreted the meaning of your test 
scores? 

y N 7. Do you feel that the counselor is accessible whan you need 

to see him/her? 

y N 8. Have you had an opportunity to participate in the evaluation 

of the counseling program? 

y N 9. Do you have access to information you want and need about 

various occupations you are now considering? 

y N 10. Wbuld you fe^l free to discuss a personal problem with your 
school counselor? 

y N 11. Do you have access to the information you want and need about 
colleges and ether schools which offer post-high school 
education? 

y N 12. Do you know about financial aid for post-high school 
education? 

y N 13. Has your school provided your parents or guardian an 
opportunity to discuss your educational plans? 

y N 14. Were you helped when you entered your new school to learn 
how to get along in it? 
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Y N 15. Have you been helped to plan the subjects you need and 

want to take while in high school? 

Y N 16. Have you been helped to plan the school activities you 

would like to participate in while in high school? 

Y N 17. Were you helped to become familiar with the employment 

possibilities in your camiunity and the surrounding areas? 

Y N 18. Have you received any help from your school in improving 

your study skills? 

Y N 19. Were you helped, before the ninth grade, in career planning 

and information, career preparation and selection of courses? 

Y N 20. Vfere you taught employment seeking skills (job interviewing, 

resume, filling out application, etc.)? 

Y N 21. Have you had an opportunity to participate in group dis- 

cussions about the concerns of high school students? 

Y N 22. Zs there anyone in your school who can assist you in securing 

employment? 

Y K 23. Have you taken an interest inventory to help you in planning 

your career? 

Y H 24. Have you had an opportunity to participate in career days or 

occupational fairs? 

Y N 25. Do you know about the national testing programs such as: 

SAT, PSAT, ACT, NMSQfT, etc.? 



Comments about items that you checked "NO 11 : 
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(SAMPLE FORM) 

SCHOOL COUNSELING PROGRAM EVALUATION 
QUESTIONNAIRE FOR ADMINISTRATORS 

SCHOOL DATE 

Your frank appraisal in answering this questionnaire will be most helpful in 
assessing present strengths and determining future direction of the school 
counseling program in your school. 

Y = Yes; N = No 

Y N 1. Are students, teachers, parents and the camtunity informed 

about the school counseling services? 

Y N 2. Has the counselor given leadership in creating good public 

relations for the program? 

Y N 3. Has the staff been informed about school counseling? 

Y N 4. Does your counselor ha r *e clerical assistance? 

Y N 5. Does the counselor have suitable facilities which provide 

visual and auditory privacy? 

Y N 6. Are administrative provisions made for group guidance and 

counseling activities? 

Y N 7. Has an adequate budget been provided for needed materials and 

supplies? 

Y N 8. Do the students have freedom to sse the counselor? 

Y N 9. Is there a planned orientation program for students each 

year? 

Y N 10. Does your counselor have group guidance and group counseling 

goals and objectives for the program? 

Y N 12. Do you feel that your teachers have accepted the counseling 

program as an integral part of the tot^.l school program? 

Y N 13. Have adequate provisions been made at the school level for a 

systematic evaluation of the program? 

Y N 14. Do you require an annual plan from your counselor? 

Y N 15. Do you feel that students use the counseling services 

available? 

Y N 16. Is there a counseling program comtittee in the school? 

y N 17. Is the committee functioning to aid the counselor in 

determining the needs of students? 
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Y N 18 • Is data derived from the follow-up of graduates and drop- 

outs used in planning the curriculum of your school? 

Y N 19. Has the school system established appropriate administrative 

procedures for: 

(a) granting of a request for access to a students 1 record 

(b) maintenance of records 

(c) security of records 

(d) transfer, storage and disposal of students 1 records 
Totals 



% Ys = ; % Ns = 



Comments about items that you checked "NO": 



9 

ERIC 



1. What do you consider to be the major strengths of the 
school counseling program? 



2. What are the greatest needs as you see them? 



School Enrollment 



Number cf full-time counselors 
Number of part-time counselors 
Hours per week 

so 
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(SAMP!*? FORM) 

HOW TO WR3 STUDY 



1. GIVE A GENERAL DESCRIPTION OF THE CHILD AND THE PROBLEM. 



2. PROVIDE R&SELINE DATA. 



3. DESCRIBE THE INTERVENTIONS USED TO ASSIST THE CHILD. 



4. RECORD RESULTS AND DRAW CONCLUSIONS. 
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(1) 

COUNSELOR INTERVIEW FORM 



Interviewer: This form can be used to assist counselors in understanding, 

implementing, and evaluating their helping relationships. An 
interviewer who uses this form and process should be a highly 
trained counselor who understands the application of counseling 
in school settings. 

Instructions: Use this form to interview the school counselor about a specific 

case that the counselor is assisting through individual counseling . 
Ideally, the form should be used in more than one interview about 
the same case. Two or more interviews are recommended. 



1. 



The counselor is able to adequately express the concerns /problems of the 
counselee. The counselor adequately describes the assessment procedures 
that were used to identify conce^s /problems. 



2. 



The counselor adequately discusses the theoretical orientation and/or 
counseling approach used in this case. The approach seers appropriate 
for the identified concerns. 



3. 



The counselor is able to describe what phase (stage) the counseling re- 
lationship is in. The progress being made seems appropriate, given the 
number of sessions held and the nature of the concern. 



The counselor describes specific techniques, strategies, and approaches 
being used in this case (e.g., roleplay, lifestyle disclosure, puppetry, 
bibliotherapy, or others) . The techniques are appropriate for the case. 



The counselor is able to project how long the counseling relationship 
will need to be continued. The counselor discusses progress being made 
and/or a plan of action if progress is not being made. 



(1) Developed by John J. Schmidt, Ed.D. , Coordinator, School Counseling Section, 
Division of Student Services, Dept. of Public Instruction, Raleigh, NC, 1988 
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(1) 

COUNSELING OBSERVATION INSTRUMENT 



Observer: This form can be used to observe and evaluate basic helping skills 

in a counseling relationship. The observer should be highly trained 
in aDur^ling theory and techniques. 

Instructions: Use this form to record counselor behaviors during an individual 
or group counseling session. 

Observation Code: . appropriate use of practice 

+ strong or positive use of practice 

weak or negative use of practice 
NA not observed 

Check how counseling session was observed: b y listening to audio tape 

b y viewing video tape 
b y observing counseling session 



1. ESTABLISHING THE RELATIONSHIP 

1.1 Uses appropriate attending and accurate listening skills 

1.2 Reviews previous session 

1.3 Accepts counselee's point of view 

1.4 Demonstrates understanding of counselee's concerns 

1.5 Uses appropriate structuring skills 



27~ FACILITATING 

2.1 Responds at counselee's level of understanding 

2.2 Uses appropriate questioning in a timely manner 

2.3 Uses self-disclosure appropriately 

2.4 Accurately reflects counselee's feelings 

2.5 Uses appropriate paraphrasing of content 

2.6 Uses comparing and contrasting skills 

2.7 Demonstrates awareness of counselee's culture 

2.8 Us^s techniques appropriately (e.g., roleplay, bibliotherapy, 

puppetry, play, life-style disclosure) 

2.9 Provides accurate information 



3. PLANNING ACTION 

3.1 Helps counselee explore options and consequences 

3.2 Uses confronting skills appropriately 

3.3 Helps counselee form a plan of action 

3.4 Probes beneath the levei of responding when appropriate 

3.5 Gives appropriate "homework" when needed 

3.6 Suggests strategies consistent with counseling approach 

3.7 Solicits counselee's decision for a plan of action 



4. CLOSING 

4.1 Summarizes session 

4.2 Sets time for next session if needed 

4.3 Expresses optimism and confidence in counselee 

4.4 Ends session 



(1) Developed by John J. Schmidt, Ed.D. f Coordinator, School Counseling Section, 
Division of Student Services, Dept. of Public Instruction, Raleigh, NC, 1988. 
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COUNSELING OBSERVATION INSTRUMENT: BEHAVIORAL INDICATORS 



The follaving behavioral indicators are sample behaviors that indicate successful 
performance of basic counselor competencies and skills in counseling sessions 
(individual or group) . These behavioral indicators coincide with specific 
categories and competencies on the Cou.iseJing Observation Instrument , 

1.0 ESTABLISHING THE RELATIONSHIP 



i.l Uses appropriate attending skills and accurate listening skills 
Behavioral Indicators s 

- Maintains consistent eye contact with counselee 

- Keeps an open and accepting posture 

- Occasionally nods to af firm what counselee is saying 

- Avoids doing other tasks while counselee is talking 

- Leans forward with shoulders "squared" when listening 



1.2 Reviews previous session 



Behavioral Indicators: 

~ Summarizes content of previous session 

- Reviews agreements/assignments made in previous session 

- Asks counselee to discuss "homework" assignment he/she 

tried since last session 



1.3 Accepts counselee' s point of view 



Behavioral Indicators: 

- Uses statements to let the counselee know he/she is 

heurd and understood 

- Tells the counselee his/her opinion is valued 

- Avoids judgmental statements or behaviors (e.g., using 

too many questions, disagreeing in an authoritative manner, 
frowning) 

1.4 Demonstrates understanding of counselee f s concerns 



Behavioral Indicators: 

- Summarizes concerns shared by counselee and asks if it is 

an accurate sumnary 

- Asks counselee to repeat or clarify concerns if not fully 

understood 

- Comforts and reassures counselee when appropriate 

- Uses statements that are congruent with concerns <*nd 

feelings expressed by counselee. 
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1.5 Uses appropriate structuring skills 
Behavioral Indicators: 

- -Arranges furniture in an open and facilitative manner 

- Uses nonverbal behaviors (<s.g., touch, eye contact) to 

help counselee (s) keep a focus on the concerns being 
presented 

- Uses statements to give the session direction and focus 

(e.g., "Let's start with one of the three concerns you 
mentioned.") 

- See! :s counselee f s ccrnnitment to resolve concerns 
FACILITATING 

2.1 Responds at counselee f s level of understanding 
Behavioral Indicators: 

- Uses language that is developnsntally appropriate for 

counselee 

- Uses examples to assess counselor and counselee understanding 

(e.g., "Is it similar to when another person doesn f t invite 
you to join the group?") 

- Avoids examples that require a high level of abstraction 

2.2 Uses appropriate questioning in a timely manner 
Behavioral Indicators: 

- Uses a range of open-ended, closed, direct, and indirect 
questions 

- Uses questions to help the counselee stay on target 

- Uses questions to seek clarification from counselee 

- Avoids too frequent use of questions 

2.3 Uses self-disclosure appropriately 
Behavioral Indicators: 

- Self-discloses personal information to help counselee 

and counselor develop trust in relationship 

- Self-discloses information that is relevant to what the 

counselee has said 

- Avoids self-disclosing for own personal gain or satisfaction 

2.4 Accurately reflects counselee's feelings 

Behavioral Indicators: * 

- Uses restatements to see if counselee's feelings are 

understood 

- Counselee affirms counselor's use of restatements (e.g.. 

the counselee says "That's right. That's exactly how 
I feel.") 
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2.5 Uses appropriate paraphrasing of content 
Behavioral Indicators: 

- Restates counselee' * concerns to capture the meaning 

and to let the coiuselee know he/she is understood 

- Avoids parroting back what the counselee has saiu 

- Counselee acknowledges the accuracy of the paraphrased 

statement (e.g., "Yes, That's right.") 



2.6 Uses comparing and contrasting skills 



Behavioral Indicators: 

- Points out similarities between statements mads by 

the counselee (s) 

- Illustrates differences between statements made by 

the counselee (s) 



2.7 Demonstrates awareness of the counselee* s culture 




Behavioral Indicators: 

- Encourages the counselee to share aspects of his/her 

culture that are related to present concerns 

- C w s sensitivity toward cultural differences, and 

an acceptance of those differences 

- Asks the counselee for guidance regarding specific 

issues or strategies being discussed (e.g., "If you 
tried this, what would your family think about it?") 

2.8 Uses techniques appropriately (e.g., roleplay, bibliotherapy, 
puppetry, play, life-style disclosure) 

Behavioral Indicators: 

- Demonstrates a knowledge of specific techniques by using 

them in accordance with descriptions in research and 
literature 

- Demonstrates command of the techniques that are used 

- Uses techniques that are appropriate for the concerns 

that are raised 



2.9 Provides accurate information 



Behavioral Indicators: 

- Is reluctant to give answers without having sufficient 

knowledge (e.g., "I do not know the answer to your 
question, but I will find out and let you know.") 

- Interprets data (such as test results) accurately 

- Demonstrates knowledge of school policy and procedures 
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PLANNING ACTION 
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3.1 Helps counselee explore options and consequences 
Behavioral Indicators: 

- Asks counselee to make list of possible alternatives 

- Reviews advantages and disadvantages of each alternative 

with counselee 

- Hypothesizes a scenario with counselee (e.g., "What might 

happen if you tried this solution?") 

3.2 Uses confronting skills appropriately 
Behavioral Indicators: 

- Shows the counselee the difference between what he/she 

says and what he/she does 

- Asks counselee to review the ccsrtnitnient made to work on 

concerns 

- Asks the counselee to renegotiate a plan of action 

3.3 Helps counselee form a plan of action 
Behavioral Indicators: 

- Has the counselee prioritize a list of alternative/ 

options 

- Asks the counselee to choose one of the options 

- If possible and appropriate, roleplays the chosen option 

with the counselee 

- Discusses strat' jies to implement the plan of action 

3.4 Probes beneath the level of responding when appropriate 
'Behavioral Indicators: 

- Asks questions or uses open-ended statements that search 

for a meaning and purpose beyond the surface level of a 
counselee's responding (e.g., "Are you saying that your 
sister has other reasons for behaving this way towards 
you?") 

3.5 Gives appropriate "homework" when needed 
Behavioral Indicators: 

- Suggests exercises or activities that the counselee can do 

to practice a chosen strategy or new behavior 

- Designs practice activities at graduated levels so that 

the counselee can meet w.th initial success 

3.6 Suggests strategies consistent \.ith counseling approach 
Behavioral Indicators: 

- Uses stra + _ies that are congruent with the counseling 

approach ueing used (e.g., behavioral strategies with behaviora 1 
counseling, self- talk exercises with cognitive approaches, and 
examination of fictional goals with Adlerian counseling) 

87 



3.7 Solicits counselee* s decision for a plan of action 
Behavioral Indicators: 

- Seeks carmitnent from the counselee about the plan of action 

- Uses contract technique to formalize the counselee f s agree- 

ment and carmitment 

CLOSING 

4«1 Suirmarizes session 

Behavioral Indicators: 

- Reviews content of session 

- Repeats cannitnant and agreements made by both counselee 

and counselor 

- Asks the counselee to summarize the session and how he/she 

feels about the session 

4.2 Sets time for next session if needed 
Behavioral Indicators: 

- Asks counselee for a convenient time to meet for the next 

session 

- Checks schedule for an appropriate time and date 

- Repeats time and date for counselee 

4„3 Expresses optimism and confidence in counselee 
Behavioral Indicators: 

- Uses statements to show the counselee that the counselor has 

faith that the concerns can be resolved 

- Emphasizes the progress that has been made in the counseling 

relationship 

4.4 Ends session 

Behavior Indicators: 

- Uses statements signaling the end of the session 

- Shakes the counselee' s hand 

- Shows the counselee to the door 

- Avoids raising new issues while trying to end the session 
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(1) 

COUNSELOR GROUP PRESENTATION OBSERVATION INSTRUMENT 



Observer: This form can be used to observe counselor skills in group instruct- 
ional/inforroationa] presentations. The observer should have train- 
ing in group instruction skills and competencies, particularly as 
applied in affective education. 

Instructions: Use this form to record counselor behaviors during a group 

presentation. Tiiis fom can be used to observe presentations to 
groups of students, parents, teachers, or others. 

Observation Code: . appropriate use of practice 

+ strong or positive use of practice 

- weak or negative use of practice 

NA not observed 



****************************************************************************** 



1. PRESENTATION TIME 

1.1 Has materials ready for presentation 

1.2 Starts presentation promptly 

1.3 Uses time efficiently 

1.4 Ends on schedule 



2. PARTICIPANT BEHAVIOR 

2.1 Maintains participants 1 attention 

2.2 Encourages participation 

2.3 Demonstrates group management skills 

2.4 Respects individuality of participants 



3. PRESENTATION 

3.1 States purpose of presentation and makes instructional 

goals clear 

3.2 Gives clear instructions/directions 

3.3 Speaks fluently 

3.4 Uses appropriate questioning skills 

3.5 Listens to participants 1 cotments and opinions 

3.6 Uses a variety of instructional methods and materials 

3.7 Is open to ccrtments and suggestions from group 

3.8 Summarizes main points of presentation 



4. FEEDBACK 

4.1 Affirms participant responses 

4.2 Reinforces participant willingness to share 

4.3 Gives clear and concise answers to questions 

4.4 Provides effective feedback to all participants 



5. OUTCOME 

5.1 Asks for participant feedback about presentation 

5^2 Uses evaluative measures to determine success of presentation 

(1, Adapted from the F ormative Observation Data Instrument by John J. Schmidt, 
Ed.D., Coordinator, School Counseling Section , Division of Student Services , 
Dept. of Public Instruction, Raleigh, NC, 1988. 
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COUNSELOR GROUP PRESTAT I ON OBSERVATION INSTRUMENT ; BEHAVIORAL INDICATORS 

The following behavioral indicators are sample h ; wiors that can be used to 
indicate successful use of specific counselor competencies and skills for group 
presentations. These behavioral indicators coincide with specific categories 
and cc petencies on the Counselor Group^ Presentation Observation Instrument . 

PRESENTATION TIME 




1.1 Has materials ready for presentation 
Behavioral Indicators.: 

- Handouts, supplies, and other materials are easily accessible 

- Sufficient quantities of materials are available 

- Equipment is ready and functional prior to the presentation 

1.2 Starts presentation promptly 
Behavioral Indicators: 

- Is prerent at time session is scheduled to begin 

- Spends minimal amount of time getting group's attention to 

start presentation 

- Moves quickly into the purpose of the presentation 

1.3 Uses time efficiently 
Behavioral Indicators 

- Focuses the group's attention on a specific topic 

- Waits for participants 1 attention before beginning an actively 

- Uses appropriate techniques, cues, and signals to enhance 

group interest and involvement 

- Keeps presentation moving - avoids long periods of silence or 

lack of activity 



1.4 Ends on schedule 



Behavioral Indicators: 

- Communicates to group the time that the session will end 

- Uses techniques, cues, and signals to indicate session will 

be ending shortly 

- Avoids abrupt closure cf activity 



PARTICIPATE BEHAVIOR 



2.1 Maintains participants 1 attention 



Behavioral Indicators: 

- Participants are actively involved 

- Amount of presentation time spent on "off-task" behaviors 

ib minimal 

- Varies presentation style and methods of providing information 
Asks for examples from the group 
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2.2 Encourages participation 




Behavioral Indicators: 

- Seeks input from the group 

- Asks for volunteers to do demonstrations 

- Calls on different participants 

2.3 Demonstrates group management skills 

Behavioral Indicators: 

- frfoves around the room when appropriate 

- Uses participants 1 names 

- Acknowledges appropriate behaviors of group members 

- Routinely looks around the room to view the entire group 

- Maintains consistent eye contact with group 

2.4 Respects individuality of participants 
Behavioral Indicators: 

- Shows sensitivity about participants feelings (e.g., shyness, 

embarrassment) 

- Highlights the uniqueness of participant's ideas and contributions 

- Awids coercion when encouraging participation 

PRESENTATION 



3.1 States purpose of presentation and makes instructional goals clear 




Behavioral Indicators: 

- Lists clearly *±e purposes and goals of the session 

- Asks if there are any questions 

- Presents an overview of topic 



3.2 Gives clear instructions/directions 
BehavioraJ Indicators: 

- Gives directions at appropriate cognitive level 

- Uses vocabulary, sentence structure, and examples that are 

understandable to participants 

- Participants are able to follow directions without asking many 

questions for clarification 

3.3 Speaks fluently 
Behavioral Indicators: 

- Speaks fluently without halting in expression 

- Shows an absence of false starts, redundant or repeated words, 

or tangles of words 

- Demonstrates a command of the content and information being 

presented to maximize effective ccrnmunication 

91 
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Listens to participants contents and opinions 
Behavioral Indicators: 

- Maintains consistent eye contact as participants are speaking 

- Accurately reflects the feeling and content of participants 1 

statements 

- Uses paraphrasing accurately and appropriately 

- Connects what participants say to the content of the activity 

Uses a variety of instructional methods and materials 
Behavioral Indicators: 

- Uses lectures, demonstrations, hands-on activities, ana other 

methods 

* Uses auditory and visual media to assist with presentation 

- Uses small group activities to allo\ T more exchange of ideas 

Is open to comments and suggestions from group 
Behavioral Indicators: 

- Adapts or adjusts presentation as group ideas or suggestions 

indicate 

- Thanks participants for their input 

- Avoids body language or verbal statements that suggest non- 

acceptance. 

Summarizes main points of presentation 

» 

Behavioral Indicators: 

- Concludes presentation with s sumnary statement 

- Asks questions of participants that provide summary responses 

- Avoids abrupt ending to presentation 

- Recaps main points covered in the presentation 



Affirms participant responses 
Behavioral Indicators: 

- Gives positive responses (verbal and nonverbal) to participant 

statements 

- Uses reinforcing behaviors to let participants know they are 

valued members of the group 

- Moves around the group to "equalize" distance between counselor 

and group members 

Reinforces participant willingness to share 

-Behavioral Indicators: 

- Thanks group members for contributing 

- Connects information shared by one participant to what others 

in the group have said 

- Uses activities to allow participants to share in the least 

threatening setting 
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Gives clear and concise answers to questions 



OUTCOME 
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Behavioral Indicators: 

- Avoids lengthy responses to questions 

- Asks the participant if they "understand now?" 

- Uses understandable language, void of "jargon." 

4.4 Provides effective feedback to all participants 

Behavioral Indicators 

- Treats all participants equally 

~ Avoids giving an inordinate amount of attention/feedback 
to a select few 



5.1 Asks for participant feedback about presentation 
Behavioral Indicators? 

- Uses evaluation forms for participants to complete about 

the presentation 

- Asks participants to share their feelings about the session 

5.2 Uses evaluative measures to determine success of presentation 
Behavioral Indicators: 

- Asks participants to list the points/information they gained 

from the presentation 

- Uses some form of written evaluation 
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(1) 

CONSULTATION OBSERVATION INSTRUMENT 

Observer: i*his form can be used to observe counselor skills in various consulting 
relationships. The observer should be highly trained in consulting 
.nodels and processes, particularly as used by counselors in school 
settings . 

Instructions: Use this form to record consultant behaviors during a consulting 
session with a student, parent, teacher, other professionals, or 
groups . 

Observation Code: • appropriate use of practice 

+ strong or positive use of practice 
- weak or negative use of practice 
NA not observed 

************************************** * *************************************** 



1 . INTRODUCTION 





1.1 


Establishes rapport 




1.2 


States purpose of session 




1.3 


Uses attending skills and accurate listening skills 




1.4 


Demonstrates clear understanding of consultee's concerns 


2. 


EXPLORATION 




2.1 


Uses appropriate questioning skills 




2.2 


Helps consultee feel comfortable about discussing concerns 




2.3 


Helps explore alternative solutions 




2.4 


Proddes accurate information 




2.5 


Relies on the expertise of consultee 
Is accepting of other's ideas 




2.6 




2.7 


Helps narrow down alternatives 




2.8 


Makes helpful, practical, and reasonable suggestions 



3. ACTION 



3.1 Msves the consultee toward appropriate decisions 

3.2 Helps with assignment of responsibilities 

3.3 Seeks agreement about the plan of action 

3.4 Clarifies role responsibilities 

3.5 Helps set a timeline for action 



4. CLOSURE 

4.1 Summarizes the decision made and responsibilities assigned 

4.2 Expresses optimism 

4.3 Sets date for follcwup conference 

4.4 Closes session 

(1) Developed by John J. Schmidt, Ed.D., Coordinator, School Counseling 
Section, Division of Student Services, Dept. of Public Instruction, 
Raleigh, NC, 1988. 
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CONSULTATION OBSERVATION INSTRUMENT : BEHAVIORAL INDICATORS 

The following behavioral indicators are sample behaviors that indicate success- 
ful use of specific consulting competencies and skills. These behavioral 
indicators coincide with specific categories and competencies on the 
Consultation Observation Instrument . 

1.0 INTRODUCTION 

1.1 Establishes rapport 

Behavioral Indicators: 

- Uses friendly, pleasant behaviors 

- Introduces self, and others if appropriate 

- Talks about topical areas in which consultee is competent 

- Listens actively (e c g., uses reflecting and paraphrasing) 

- Uses statements to put consultee at ease 

1.2 States purpose of session 
Behavioral Indicators: 

- Takes initiative to focus on purpose c Jie meeting 

- Clearly states the reason for the meeting 

- Asks consultee if he/she has same purpose in mind 

- Resolves differences, if any 

1.3 Uses attending skills and accurate listening skills 
Behavior Indicators: 

- Looks at consultee and maintains consistent, warm eye contact 

- Uses appropriate body posture (e.g., open posture, leaning forward) 

- Accurately reflects feelings and/or content 

- Uses appropriate paraphrasing 

- Gives feedback to consultee 

1.4 Denonstrates clear understanding of consultee' s concerns 
Behavior Indicators: 

- Uses reflecting and paraphrasing skills to accurately restate 

consultee' s concerns 

- Summarizes concerns and issues that are presented 

2.0 EXPLORATION 

" 2.1 Uses appropriate questioning skills 
Behavioral Indicators: 

- Uses a minimum number of "closed 11 questions 

- Uses open-ended questions to clarify, and to encourage 

the consultee to give his/her opinions 

- Avoids judgmental types of questioning (e.g., "But don't you 

think that....? 11 
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2.2 Helps consultee feel comfortable about discussing concerns 



Behavioral Indicators: 

- Uses supportive comments and gestures 

- Appropriately self -discloses information to show empathy 

2.3 Helps explore alternative solutions 
Behavioral Indicators: 

- Encourages consultee to share ideas for solutions 

- Uses brainstorming procedures 

- Asks consultee which alternatives are not reasonable or 

realistic 



2.4 Provides accurate information 




Behavioral Indicators: 

- Provides correct information (e.g., correct interpretation 

of testing results or other data) 

- If information is not known, says so and indicates that an 

answer will be found 

- Does not "make up" an answer 

2.5 Relies on expertise of consultee 

Behavioral Indicators: 

- Asks for the opinion of consultee 

- Lets the consultee know that his/her input is valued 

- Uses statemants such as: "You probably have a lot of 

information that can help us." 



2.6 Is accepting of other's ideas 



Behavioral Indicators: 

- Avoids shutting off other's by phrases such as: "That 

wouldn't work" or "It's been tried before." 

- Provides the time to explore 'all ideas 



2.7 Helps narrow down alternatives 



Behavioral Indicators: 

- Asks consultee to give "pros" and "cons" about each idea 

- Helps consultee to consider factors that may affect one 

or more of the alternatives: money, time, space, etc. 

2.8 Makes helpful, practical and reasonable suggestions 
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Behavioral Indicators: 

- Makes suggestions that are within the developmental 

abilities of the consultee 

- Makes suggestions that are morally, legally, and 

institutionally appropriate 
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3.0 



ACTION 



3.1 Moves the consultee towards an appropriate decision 
Behavioral Indicators: 

- Summarizes concerns and possible alternatives 

- Asks consultee which of the alternatives seems "best" 

- Estimates how comatted consultee is to solving 

the concern 

3.2 Helps with assignment of responsibilities 
Behavioral Indicators: 

- Asks consultee which part of the plan he/she can implement 

- Sunroarizes who has accepted what responsibilities 

3.3 Seeks agreement about plan of action 
Behavioral Indicators: 

- Asks the consultee if he/she agrees with the plan of action 

- Asks the consultee if he/she understands each part of the 

plan 

- Clarifies any uncertainties 

3.4 Clarifies role responsibilities 
Behavioral Indicators: 

- Uses statements that clearly determine who is 
responsible for what (e.g., what will the teacher do, 
what will the parent do, and what will the counselor do?) 

3.5 Helps set a time line for action 
Behavioral Indicators: 

- Seeks agreement from consultee about a time line for tasks to 

be completed 

- Makes notes on agreed timelines 

4.0 CLOSURE 

4.1 Summarizes the decision made and responsibilities assigned 
Behavioral Indicators: 

- Restates the plan and each person's responsibilities 

4.2 Expresses optimism 
Behavioral Indicators: 

- Maintains a positive attitude and posture 

- Uses reassuring statements about the consul tee's abilities 

to handle the situation 
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4.3 Sets date for follow-up conference 
Behavioral Indicators 

- Asks consultee to choose from a couple of dates and times 

4.4 Closes session 
Behavioral Indicators: 

- Uses statements that bring the meeting to an end (e.g., 

"This has been very helpful, I will look forward to 
our next meeting*") 

- After meeting adjourns, uses statements that moves 

the conversation towards other "informal" topics 
(e.g., "Have a safe drive on your way home.") 
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(1) 

CONSULTANT INTERVIEW FORM 



Interviewer: This form can be used to assist counselors in understanding, 

implementing, and evaluating their consulting relationships* An 
interviewer who uses this form should be trained in consulting 
models and processes, particularly as used by school counselors. 

Instructions: Use this form to interview the school counselor about a 
specific consulting relationship that the counselor has 
facilitated. Ideally, the form should be used in more than one 
interview about the same consulting relationship . Two or nore 
interviews are recarmended. 



1. The counselor is able to adequately express the primary concerns /problems 
identified by the consultee(s) . The counselor describes the methods used 
to gatfter data and other information to examine these primary concerns. 



2. The counselor is able to describe the consultation model (e.g., behavioral, 
psychodynamic) or the consulting mode (e.g., expert, prescriber, educator, 
collaborator) used in this consulting relationship. The approach seems 
appropriate for the primary concerns. 



3. The counselor can describe how solutions/strategies were chosen by the 
participants in the consulting relationship, and how assignments and 
responsibilities were designated. 



4. The counselor discusses follow-up activities and the current status of the 
consulting relationships. 



(1) Developed by John J. Schmidt, Ed.D., Coordinator, School Counseling 
Section, Division of Student Services, Dep. of Public Instruction, 
Raleigh, NC, 1988. 
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FOR 
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SCHOOL PSYCHOLOGIST PERFORMANCE APPRAISAL PROCESS 



Guidelines 



1. The supervisor /evaluator (s) and the school psychologist mutually define 
the job functions and competencies to be evaluated at the beginning of 
each year. The function and/or competencies may be modified to meet the 
specified role of an individual school psychologist in the local education 
agency, but all modifications must be noted and signed by the psychologist 
and the supervisor. 

2. A plan for evaluation, feedback, and indicated revision of performance 
standards is developed. Designated times for formative feedback during 
the year should be included. 

3. Multiple sources of information and data used to evaluate competencies 
and functions are considered, especially for areas where observations may 
intrude on the service being delivered (e.g., counseling and assessment) . 

4. Attempts are made to have a trained psychologist evaluate the employed 
school psychologist on technical and professional aspects of practice 
(e.g., assessment, psychological interventions, consultation). Such peer 
evaluation is especially important during years when the school psychologist 
is being considered for advancement on the career ladder. 

5. Once the evaluation is completed as specified on the performance appraisal 
instrument, the supervisor and school psychologist develop professional 
development plans. Professional development plans should not be limited 
to areas of deficiency but should be developed for areas "at standard" 

or higher in which the school psychologist may have special interests or 
desire continued growth. 
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JOB DESCRIPTION OF THE SCHOOL PSYCHOLOGIST 

REPORTS TO: Superintendent, Level II or Level III School Psychologists, 
Director, or Associate or Assistant Superintendent, 

SUPERVISES: May supervise professional, paraprofessional and clerical staff, 

PURPOSES: To facilitate learning and to promote the cognitive, social and 

personal development of all students • 

DUTIES AND r iLSPONSIBILITIES: 

1. MAJOR FUNCTION: ASSESSMENT AND INTERPRETATION 

Identifies and assesses the learning, development, and adjustment characteristics 
and needs of individuals and groups, as well as the environmental factors that 
affect learning and adjustment. Uses assessment data about the student and 
his/her environment (s) in developing appropriate interventions and programs • 

2. MAJOR FUNCTION : DIRECT 3MERVENTI0NS FOR STUDENTS 

Provides interventions to students to support the teaching process and to 
maximize learning and adjustment. 

3. MAJOR FUNCTION: CONSULTATION AND TRAINING 

Provides consultation to parents, teachers, other school personnel, and com- 
munity agencies to enhance the learning and adjustment of students* 

4. MAJOR FUNCTION : PROGRAM DEVELOPMENT 

Assists in the planning, development, and evaluation of programs to meet 
identified learning and adjustment needs. 

5. MAJOR FUNCTION : SCHOOL PSYCHOLOGY PROGRAM IMPLEMENTATION 
Delivers a planned and coordinated program of psychological services. 

6. MAJOR FUNCTION : PROFESSIONAL PRACTICE AND DEVELOPMENT 

Applies ethics and standards of professional practice in the delivery of school 
psychological services and observes relevant laws and policies that govern 
practice. Participates in professional organizations and continually seeks 
to improve professional knowledge and skill. 

7. MAJOR FUNCTION : CXDMMUNICATION AND RELATIONSHIP SKILLS 
Communicates effectively with students, parents, and school staff. 
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SCHOOL PSYCHOLOGIST PERFORMANCE APfRAISAL INSTRUMENT 



INSTRUCTIONS: 1. 



2. 



The evaluator is to rate the school psychologist on six- 
point scale as indicated below. 

The competencies pertinent to each major function must be 
selected and discussed by the supervisor and psychologist 
at the beginning of the year. 

The evaluator is encouraged to add pertinent comments at the 
end of each major function. 

The school psychologist is provided an opportunity to react 
to the evaluator 's ratings and conments. 



5. The evaluator and the school psychologist must discuss the 
results of the appraisal and any recommended action pertinent 
to it. 

6. The school psychologist and the evaluator must sign the 
instrument in the assigned spaces. 

7. The instrument must be filed in the school psychologist's 
personnel folder. 



Rating Scale 
(Please Check) 



School Psychologist Name: 



School or Base-assignment: 
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1.0 MAJOR FUNCTION: ASSESSMENT AND INTERPRETATION 



1.1 Assists in early identification of students 1 learning and adjustment 
problems. 
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Rating Scale 
(Please Check) 
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1.2 Conducts assessments appropriate to the focus of concern and according 
to prevailing professional standards. 

1.3 Conducts assessments with consideration of the characteristics of the 
student or group of students (including ethnic, cultural, socio-eroncmic, 
and handicapping considerations) . 

1.4 Assists in identifying factors in the learning environment that may 
affect the student and assessing their degree of impact. 

1.5 Integrates data from assessment procedures and develops hypotheses 
relative to (1) instructional and educational programming and (2) 
program eligibility and placement. 

1.6 Assists in planning and developing interventions, programs and/or 
services based on the identified needs of the student or group of 
students . 



Comments 



2.0 MAJOR FUNCTION: DIRECT INTERVENTIONS FOR STUDENTS 




Conments 



2.1 Teaches students how to develop effective learning strategies and personal 
and social skills. 

2.2 Counsels students on educational and personal adjustment issues. 

2.3 Evaluates effectiveness of individual and group interventions and modifies 
interventions based on data collected. 
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Rating Scale 
(Please Check) 
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3.0 MAJOR FUNCTION: CONSULTATION AND TRAINING 



3.1 Demonstrates knowledge of consultation models and processes. 

3.2 Consults with teachers, other school staff, and parents about ways to 
facilitate learning and adjustment for individuals or groups of students. 

3.3 Consults with teachers and other school staff on classroom, school, or 
system needs. 

3.4 Helps provide liaison and coordination between the school system and other 
relevant agencies to facilitate services for students and families. 

3.5 Interprets educational policies, programs, and procedures related to 
psychological services. 

3.6 Provides information, and/or education in the application of learning 
theory, child development, and other psychological principles to school 
personnel and parents. 

3.7 Plans and implements in-service programs for staff and/or parents. 
Comments 



4.0 MAJOR FUNCTION: PROGRAM DEVELOPMENT 



4.1 Conducts and/or assists in conducting formal and informal needs assessment 
to determine program characteristics and needs. 

4.2 Works with others to develop programs and progr«jn strategies to maximize 
learning for students • 
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Rating Scale 
(Please Check) 
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4.3 Assists in planning for the evaluation of programs. 

4.4 Assists school personnel in analyzing, interpreting, jnd disseminating 
results of program evaluations. 



Garments 




5.0 MAJOR FUNCTION : SCHOOL PSYCHOLOGY PROGRAM 

IMPLEMENTATION 



5.1 Assists in the development of a comprehensive program ol services 'o 
all students. 

5.2 Adheres to established program goals, priorities, and objectives. 

5.3 Plans, maintains, and/or participates in a system of accountability for 
services delivered. 



Cornments 



6.0 MAJOR FUNCTION : PROFESSIONAL PRACTICE AND 

DEVELOPMENT 



6.1 Delivers services consistent with the National Association of School 
Psychologists (NASP) and the American Psychological Association (APA) 
ethical principles and professional standards of practice. 

6.2 Observes federal, state, and local policies and regulations in the 
delivery of school psychological services. 
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Rating Scale 
(Please Check) 



to 
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6*3 Wbrks to ensure students 1 rights and welfare in the school and cormunity. 

6.4 Engages in continuing professional development by assessing one's own 
needs and seekinc ways to address needs. 



Consents 



7.0 MAJOR FUNCTION: COfrMJNICATION AND RELATIONSHIP 

SKILLS 

7.1 Effectively ccimiunicates knowledge and ideas orally to individuals 
and groups. 

7.2 Effectively carcnunicates knowledge and ideas in writing. 

'7.3 Maintains effective interpersonal relationships and comtunication in 
the professional setting. 



Contents 
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Rating Scale 
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Evaluator's Surmary Comments 



School Psychologist's Reactions to Evaluation 



Evaluator's signature and date School Psychologist's signature and date 

Signature indicates that the written 
evaluation has been seen and discussed. 



109 

III-9 



SCHOOL PSYCHOLOGIST PERFORMANCE APPRAISAL SYSTEM 



INSTRUCTIONS • 1. Based on the evidence from observation, discussion,, and 

other forms of data collection, the evaluator is to rate the 
school psychologists performance with respect to the seven 
major functions listed below. 

2. The evaluator is encouraged to add pertinent comients at the 
end of each major function. 

3. The psychologist is provided an opportunity to react to the 
evaluator' s ratings and comments. 

4. The evaluator and the psychologist must discuss the results 
of the appraisal and any recarmended action pertinent to it. 

5. The psychologist and the evaluator must sign the instrument 
in the assigned spaces. 

6. The instrument must be filed in the psychologist's personnel 

folder. 

7. The rating scale will be as follows: 

Level of Performance 



Performance within this function area is consistently outstanding. Practices 
are demonstrated at the highest level of performance. Psychologist continuously 
seeks to expand scope of competencies and constantly undertakes additional, 
appropriate responsibilities. 

5. Well Above Standard ,. _ , . 

Performance within this function area is frequently outstanding. Some practices 
are demonstrated at the highest level while others are at a consistently high 
level. School psychologist frequently seeks to expand scope of competencies and 
often undertakes additional, appropriate responsibilities. 

4. Above Standard 

Performance within this function area is frequently high. Some practices are 
demonstrated at a high level while others are at a consistently adequate/accept- 
able level. School psychologist sometimes seeks to expand scope of competencies 
and occasionally undertakes additional, appropriate responsibilities. 

3. At Standard , , . . , , 

Perf ormance withi n this function area is consistently adequate/acceptable. 
Practices fully meet all performance expectations at an acceptable level. 
Psychologist maintains an adequate scope of competencies and performs additional 
responsibilities as assigned. 

■ 2. Below Standard . , . , , , 

Perf ormance within t his function area is scroetines iriadequate/unaccept^le and 
needs improvement. Psychologist requires supervision and assistance to maintain 
an adequate scope of competencies, and sometimes fails to perform additional 
responsibilities as assigned. 

krf oSS S £th^t his function area is consistently inadequate /unacceptable and 
St Prices require considerable improvement to fully meet miniatum performance 
expectations. Psychologist requires close and frequent supervision in the 
performance of all responsibilities. 

IH-M 0 




SECTION III - B 



PERFORMANCE APPRAISAL FUNCTIONS, COMPETENCIES, AND 



SAMPLE EVIDENCES FOR 




SCHOOL PSYCHOLOGY 
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SCHOOL PSYCHOLOGY: PERFORMANCE APPRAISAL FUNCTIONS f COMPETENCIES 



AND SAMPLE EVIDENCES. 



1.0 MAJOR FUNCTION : ASSESSMENT AND INTERPRETATION 

Identifies and assesses the learning, development, and adjustment characteristics 
and needs of individuals and groups, as vrell as the environmental factors that 
affect learning and adjustment. Uses assessment data about the student and 
his/her environment (s) in developing appropriate interventions and programs. 

1.1 Assists in early identification of students' learning and adjustment 
problems. 

Sample Evidences 

a. Collaborates with school staff in the development of screening procedures 
and the selection of screening instruments. 

b. Assists in the selection and utilization of (annual) group tests; 
utilizes group test data to identify students at risk. 

c. Serves on school-based assistance teams, screening cormittees or 
other similar groups. 

1.2 Conducts assessments appropriate to the focus of concern and according 
to prevailing professional standards. 

Sample Evidences 

a. Reviews evaluation referrals for clarity and specificity; obtains 
additional information as needed. 

b. Selects assessment procedures according to reasons for referral 
and diagnostic data needed. 

c. Demonstrates assessment knowledge and skills in the areas of 
academic performance, social/emotional functioning, behavior, and 
organizational variables. 

d. Reports contain evidence of multi-sourced assessments including: 
curriculum-based assessment, criterion-referenced instruments, systems 
of observation and interaction, norm-referenced instruments, question- 
naires, checklists, and/or rating scales. 

e. Considers interactions among the different areas assessed -in 
determining the student's needs. 

f . Interviews with with students, teachers, and parents (when 
possible) are a regular part of assessment procedures. 

g. Applies psychological and psychoeducational assessment techniques 
and procedures in a valid manner (e.g., establishes rapport, follows 
standardized procedures, identifies factors which may influence assess- 
ment outcomes) . 
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.3 Conducts assessments with consideration of the characteristics of the 
student or group of students (including ethnic, cultural, socio-economic, 
evxl handicapping considerations) . 

Sample Evidences 

a. Selects assessment procedures desiyned to reduce bias in testing 
and evaluation. 

b. Reports cautions and limitations in interpretation of data based 
on student characteristics. 

.4 Assists in identifying factors in the learning environment that may affect 
the student and assessing their degree of impact. 

Sample Evidences 

a. Serves on assistance teams and assists with the development of 
prereferral interventions. 

b. Cbnducts interviews with teachers and parents to determine 
setting or environmental factors (including antecedents and 
consequences) that may contribute to the student's behavior and 
progress . 

c. Assesses classroom and/or school situations using observational 
systems, questionnaires, environmental checklists, socicmetrics, etc., 
as pari: of the assessment procedures. 

d. Assessments include information on classroom interactions, the 
instructional environment, other setting factors that may be relevant to 
student performance. 

e. Cbnsiders the interaction of these environmental factors with student 
characteristics and needs. 

.5 Integrates data from assessment procedures and develops hypotheses 
relative to (1) instructional and educational programming and (2) 
program eligibility and placement. 

Sample Evidences 

a. Integrates data from a multi-sourced assessments to identify 
students' characteristics, strengths, and needs. 

b. Derives logical and relevant hypotheses about the implications 
of all available data (e.g., test results, observations, historical/ 
developmental information) which address referral questions and 
suggest potential intervention strategies. 

c. Considers the impact of classroom environments, interventions 
attempted to date (degree to which implemented and outcomes) and^ 

any other pertinent information when making a classification decision. 




d. Attributes limits and confidence levels to hypotheses. 

1.6 Assists in planning and developing interventions, programs and/or 
services based on the identified needs of the student or group of 
students . 

Sample Evidences 

a. Collaborates with other staff in planning for students. 

b. Intervention programs are cctnprehensive, addressing academic, 
behavioral, and social-emotional needs as appropriate. 

c. Intervention program objectives are clearly related to 
identified needs. 



2.0 MAJOR FUNCTION ; DIRECT INTERVENTIONS FOR STUDENTS 

Provides interventions to students to support the teaching process and to 
maximize learning and adjustment. 

2.1 Teaches students how to develop effective learning strategies and personal 
and social skills. 

Sample Evidences 

a. Assists students in developing effective ways to retain and 
process information. 

b. Assists students in developing self-monitoring strategies 
or other cognitive skills. 

c. Provides direct instruction when necessary on a short-term 
basis, especially to determine appropriate instructional 
methods, 

d. Provides social and/or cognitive skills training for individual 
or groups of students (e.g., decision-making skills, refusal skills, 
assertiveness) . 

e. Participates in developing and implementing prevention programs 
related to current social concerns (e.g., suicide, substance abuse, 
teenage pregnancy, dropouts) . 

2.2 Counsels students on educational and personal adjustment issues. 
Sample Evidences 

a. Helps students understand their own learning needs and styles. 

b. Conducts individual and/or group counseling sessions that focus 
on improving educational progress and personal adjustment. 
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c. Selects counseling approaches appropriate to student (s) concerns 
and characteristics. 

d. Intervenes with students in crisis situations. 

e. Counsels with students and parents as a family system. 

2.3 Evaluates effectiveness of individual and group interventions and modifies 
interventions based on data collected. 

Sample Evidences 

a. Establishes timelines for reviewing effectiveness of interventions. 

b. Determines if the interventions were implemented as planned. 

c. Solicits feedback (via direct contact, questionnaires, etc.) from 
parents, teochers, and other school personnel, as appropriate, 
regarding perceived effectiveness of interventions. 

d. Determines effectiveness of intervention (s) based on objectives 
generated during planning. 

e. Based on effectiveness feedback, the psychologist collaborates with 
others as necessary to modify current interventions and/or generate new 
interventions . 

f . Views modification as an ongoing process to meet the identified or 
changing needs of students. 

3.0 MAJOR FUNCTION: CONSULTATION AND TRAINING 

Provides consultation to parents, teachers, other school personnel, and com- 
munity agencies to enhance the learning and adjustment of students. 

3.1 Demonstrates knowledge of consultation models and processes. 
Sample Evidences 

a. Understands more than one model of consultation, (e.g., behavioral, 
mental health, organizational development) . 

b. Explains the particular approach used and why it was selected. 

c. Analyzes where breakdowns in the consultation process occur. 

3.2 Consults with teachers, other school staff, and parents about ways to 
facilitate learning and adjustment for individuals or groups of students. 

Sample Evidences 

a. Applies knowledge of effective consultation procedures in working 
with parents, teachers and other school personnel. 
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b. Conducts conferences with teachers and other school personnel to 
discuss student needs and cooperatively develops plans to facilitate 
student learning and adjustment. 

c. Consults with parents about intervention strategies to meet students 1 
needs. 

d. Collaborates with parents, teachers, and other school staff in 
implementing intervention strategies in a systematic manner. 

3.3 Consults with teachers and other school staff on classroom, school, and/ 
or system needs. 

Sample Evidences 

a. Provides consultation on classroom management procedures and 
classroom organizational structures. 

b. Provides consultation on application of effective schools and 
teaching principles and ways to increase academic engaged time for 
students. 

3.4 Helps provide liaison and coordination between the school system and other 
relevant agencies to facilitate services for students and families. 

Sample Evidences 

a. Recognizes when there is a need for utilizing outside resources. 

b. Ensures that students and families know about available community 
services and programs and assists them in accessing these services as 
appropriate. 

c. Represents the school system at appropriate interagency meetings. 

3.5 Interprets educational policies, programs, and procedures related to 
psychological services. 

Sample Evidences 

a. Explains laws, policies, and regulations related to services and 
programs for students to parents, teachers, and other school personnel. 

b. Helps inform community agencies about school system programs and 
services and explains relevant policies and procedures. 

3.6 Provides information, and/or education in the application of learning 
theory, child development, and other psychological principles to school 
personnel and parents. 
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Sample Evidences 



a. Disseminates information through school or parent newsletter. 

b. Is knowleageable about current research in psychology and education. 

c. Incorporates relevant research findings into daily practice and 
in work with school staff and parent groups* 

d. Shares and interprets research findings applicable to the educational 
setting with teachers and other school personnel. 

3.7 Plans and implements in-service programs for staff and/or parents. 

Sample Evidences 

a. Assesses the in-service needs of teachers and parents and recommends 
appropriate in-service programs. 

b. Reviews materials, identifies resources, and designs in-service 
training for parents and school staff. 

c. Conducts in-service workshops for teachers and/or parent education 
programs. 




d. Evaluates in-service activities to determine effectiveness. 



4.0 MAJOR FUNCTION: PROGRAM DEVELOPMENT 

Assists in the planning, development, and evaluation of programs to meet 
identified learning and adjustment needs. 

(Note . For the initially certified school psychologist , program development 
may focus on the classroom or school level. SystemwD.de programs may be included 
if the psychologist and school system choose but are not considered essential.) 

4.1 Conducts and/or assists in conducting formal and informal needs assessment 
to determine program characteristics and needs. 

Sample Evidences 

a. Assists in designing procedures for conducting needs assessments. 

b. Assists in collection and analysis of data to assess student and 
system characteristics and program needs. 

c. Helps interpret data collected, including significance and 
confidence limits. 

d. Uses data to identify needs and generate recommendations. 
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4.2 Works with others to develop programs and program strategies to maximize 
learning for students. 

Sample Evidences 

a. Demonstrates familiarity with system or school philosophy, goals 
programs, and curriculum. 

b. Displays familiarity with current research in learning and 
education and brings this knowledge to bear in instructional planning. 

c. Plans programs to meet assessed need within the constraints of 
available resources or works for the development of new resources needed. 

4.3 Assists in planning for the evaluation of programs. 
Sample Evidences 

a. Works with others to develop overall program evaluation designs. 

b. Helps to design methods for collecting program evaluation data, 
including questionnaires, standardized tests, observation records, etc. 

c. Considers both quantitative and qualitative measures for 
determining effectiveness. 

4.4 Assists school personnel in analyzing, interpreting, and disseminating 
results of program evaluations. 

Sample Evidences 

a. Applies knowledge of statistics to assist in analyzing and 
interpreting evaluation results. 

b. Considers evidence that specified objectives were obtained, as 
well as the impact on the broader instructional or school program. 

c. Assists in drawing appropriate conclusions from evaluation data, 
and in generating recommendations for program improvement and/or 
continuation . 

d. Assists in writing up program evaluation results and in their 
presentation to school personnel, parents, and community. 



5.0 MAJOR FUNCTION : SCHOOL PSYCHOLOGY PROGRAM IMPLEMENTATION 
Delivers a planned and coordinated program of psychological services. 

5.1 Assists in the development of a comprehensive program of services to 
all students. 



118 

111-18 



Sample Evidences 

a. Works to develop program objectives which address the three basic 
goals of service delivery: prevention /development, early intervention, 
and remediation. 

b. Establishes priorities for service delivery in the schools in 
collaboration with appropriate school staff. 

c. Assists in the development and/or revision of school psychologist's 
job descriptions. 

5.2 Adheres to established program goals, priorities, and objectives. 
Sample Evidences 

a. Follows established policies and procedures in delivering services 
in the schools. 

b. Arranges time and schedule to meet specified objectives and 
student needs, including the development of time lines for different 
services if needed. 

c. Collaborates with other school personnel to accomplish program 
goals and objectives. 

d. Evaluates program goals, priorities, and objectives at least 
annually and makes recommendations for needed changes. 

5.3 Plans, maintains, and/or participates in a system of accountability for 
services delivered. 

Sample Evidences 

a. Maintains records of referrals, as well as all services requested 
and delivered. 

b. Maintains a system of confidentiality for records and files. 

c. Considers multiple methods for evaluating services (e.g., time 
and service logs, consumer feedback, outcome measures) . 

d. Provides written reports of services provided to students, parents, 
and school staff. 



6.0 MAJOR FUNCTION: PROFESSIONAL PRACTICE AND DEVELOPMENT 

Applies ethics and standards of professional practice in the delivery of school 
psychological services and observes relevant laws and policies that govern 
practice. Participates in professional organizations and continually seeks 
to improve professional knowledge and skill. 
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1 Delivers services consistent with the National Association of School 
Psychologists (NASP) and ;iie Airerican Psychological Association (APA) 
ethical principles and professional standards of practice. 

Sanple Evidences 

a. Maintains copies of ethical principles and professional standards 
of practice in professional files. 

b. Demonstrates the ability to interpret and apply ethical principles 
and standards of practice to delivery of services in the schools. 

c. Limits professional practice in the schools to demonstrated 
areas of training and competence. 

d. Involves peers, supervisors and administrators in the resolution 
of any conflicts between professional ethics and practice standards and 
practices in schools. 

e. Advocates for acceptance of professional standards of practice 
and ethical principles as integral parts of the school psychology 
program. 

2 Observes federal, state, and local policies and regulations in the 
delivery of school psychological services. 

Sample Evidences 

a. Demonstrates knowledge of and adheres to federal, state, and 
local policies and regulations which are applicable to the practice 
of psychology in the schools. 

b. Understands and adheres to the statutes and regulations addressing 
the civil and legal rights of students, parents, and school personnel. 

c. Complies with established lines of authority, within the parameters 
of professional standards of practice and ethical principles. 

.3 Wbrks to ensure students 1 rights and welfare in the school and carmunity. 
Sample Evidences 

a. Takes an active role in ensuring that appropriate school services 
for students are provided. 

b. Takes an active role in obtaining appropriate ccttiminity services. 

A Engages in continuing professional development by assessing one's own 
needs and seeking ways to address needs. 

Sample Evidences 

a. Identifies needed areas of professional development by periodic self- 
study and priority setting. 
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b. Shares needs for professional development with supervisor. 

c. Develops a written plan for attaining professional development with 
timelines, goals, and resources. Considers various ways of obtaining 
needed professional development (e.g., workshops, courses, self-directed 
study) . 

d. Identifies methods for evaluating continuing professional development 
outccmss, including actual knowledge and skills acquired and the extent to 
which they are being used. 

e. Solicits input or feedback frc « others. 



7.0 MAJOR FUNCTIO N: COMMUNICATION AND RELATIONSHIP SKILLS 
Communicates effectively with students, parents, and school staff. 

7.1 Effectively contnunicates knowledge and ideas orally to individuals 
and groups. 

Sample Evidences 

a. Presents ideas in a planned, orderly, and coherent manner. 

b. Uses educationally relevant and cannon terms and avoids highly 
technical jargon unless such use is necessary and is accompanied by 
an explanation of the term. 

c. Distinguishes data from professional judgment and represents 
both as appropriate. 

d. Presents information critical to the decisions to be made, but 
maintains appropriate confidentiality. 

7.2 Effectively conrnun i ca te s knowledge and ideas in writing. 
Sample Evidences 

a. Presents ideas in a planned, orderly, and coherent manner. 

b. Uses educationally relevant and ccmmon terms and avoids highly 
technical jargon unless such use is necessary and is accompanied by 
an explanation of the term. 

c. Data are provided to back up professional judgment, and both data 
and professional judgment are evident and clearly distinguished. 

d. Reports maintain confidentiality and include only data that are 
relevant to learning, academic, behavioral, or school problems and to 
to needed services. 

7.3 Maintains effective interpersonal relationships and communication in 
the professional setting. 



Sample Evidences 



a. Listens attentively to others as demonstrated through verbal 
behaviors such as acknowledging, reflecting, paraphrasing, summarizing, 
clarifying, and elaborating. 

b. Sustains helping relationships by displaying respect, acceptance, 
empathy, genuineness, and warmth toward others. 

c. Demonstrates ability to confront a person or persons with relevant 
issues . 

d. Understands and works within one's role in the system and contributes 
to the total efforts of school psychological services, student services, 
and the LEA by demonstrating such attributes as sharing, cooperation, and 
assuming responsibilities. 
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SECTION III - C 



SUGGESTED DATA COLLECTION METHODS 



BY COMPETENCY AREA FOR 



SCHOOL PSYCHOLOGISTS 



SCHOOL PSYCHOLOGIST: SUGGESTED DATA COLLECTION METHODS 



Functions and Competencies 



Sample Data Collection Methods 



H 

H 
I 

M 



1.0 ASSESSMENT AND INTERPRETATION 

1.1 Assists in early identification of student's 
learning/adjustment problems. 



*1.2 Conducts assessments appropriate to the focus of 
concern and according to prevailing professional 
standards 



*1.3 Conducts assessments with consideration of the 
characteristics of the student: or group of 
students (including ethnic, cultural, socio- 
economic, and handicapp- g considerations) . 

*1.4 Assists in identifying factors in the learning 
environment that may effect the student and 
assessing their degree of impact. 

*1.5 Integrates data from assessment procedures and 

develops hypotheses relative to (1) instructional 
and educational programming and (2) program 
eligibility and placement 

1.6 Assists in planning and developing interventions, 
programs and/or services based on the identified 
needs of the student or group of students. 



f ? 12 4 



.Activity logs/reports regarding services (e.g., 

group testing functions, assistance teams) 
.Observation of participation in decision--making 
.Review of recommendations made using group/other 
data 

, Observation /simulat ions /videotapes 

.Review of reports (e.g., variety of procedures, 

appropriate interpretations) 
.Interview regarding how decisions are made 

.Interview regarding how these factors are considered 
.Review of reports for procedures used and 
interpretations 



.Observations (teams; teacher interviews) 
.Review of reports 



.Review of reports 

.Feedback from users of recommendations 
.Observation of recommendations & interpretations 
given in teams (SBC, APC, TAT) 

.Observations (team meetings, teacher conferences, 
etc.) 

.Review of reports of intervention plans 
.Feedback from teachers, school staff. 



1 



c- - 
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Functions and Competencies 



2,0 DIRECT INTERVENTIONS FOR STUDENTS 

*2.1 Teaches students how to develop effective 
learning strategies and personal and social 
skills. 



*2.2 Counsels students on educational and personal 
adjustment issues. 



*2.3 Evaluates effectiveness of individual and group 
interventions and modifies interventions based 
on data collected. 

3.0 CONSULTATION AND TRAINING 

*3.1 Demonstrates knowledge of consultation models 
and processes. 

*3.2 Consults with teachers, other school staff, and 
parents about ways to facilitate learning and 
adjustment for individuals or groups of students 

*3.3 Consults with teachers and other school staff on 
classroom, school, and/or system needs. 



3.4 Helps provide liaison and coordination bet T ^en 
the school system and other relevant agencies 
q to facilitate services for students and families 
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Sample Data Collection Methods 



.Activity/time logs 
.Observation 

.Teacher and/or student feedback (surveys/interviews) 
.Review of program materials developed 
.Interviews with psychologist 

.Audio tapes /simulations /observations (obs. done only 
if absoulutely essential and with special care) 

.Interviews with psychologists re: process /decision- 
making 

.Activity/time logs 

.Client feedback (surveys/interviews) 

.Activity /time (for follow-up) 
.Review intervention & follow-up records 
.Feedback from teachers/clients 
.Behavior change data (outcare) 



.Interviews re: selection & use of consultative approach 
.Observations 

.Activity/time logs 
.Observations 

.Reviews of oonsultacion and follow-up records. 

.Activity logs 
.Observations 

.Feedback from teachers, administrators, others 

(formal and incidental) 
.Review of consultation and follow-up records. 

.Activity logs 
.Observations 

.Feedback from students, parents, agencies re: 

appropriateness & 2 7 



Functions and Competencies 



3.5 Interprets educational policies, programs, and 
procedures related to psychological services. 

*3.6 Provides information and/or education in the 
application of learning theory, child develop- 
ment, and other psychological principles to 
school personnel and parents. 

3.7 Plans and implements in-service programs for 
staff and/or parents. 



4.0 PROGRAM DEVELOPMENT 

H 4.1 Conducts and/or assists in conducting formal and 
£ informal needs assessment to determine program 

to characteristics and needs. 



4.2 Wbrks with others to develop programs and 
strategies to maximize learning for students. 



4.3 Assists in planning for the evaluation of 
programs . 



4.4 Assists school personnel in analyzing, 

interpreting, and disseminating results of 
program evaluations. 

5.0 SCHOOL PSYCHOLOGY PROGRAM IMPLEMENTATION 

5.1 Assists in the development of a comprehensive 
program of services to all students. 

5.2 Adheres to established program goals, priorities, 
and objectives. 




Sample Data Collection Methods 



.Observation of conferences, team meetings, etc. 
.Feedback form teachers, administrators 

.Review of products (e.g., newsletters) 

.Observation (e.g., conferences with school personnel) 

.Review reports for updated information 



.Review in-service materials /products 
.Observations of in-service 
.Participant evaluations 



.Observation of meetings, etc. 
.Feedback from those involved 

.Review of instruments developed, reports written, 
recommendations made 

.Observations (formal/incidental) 
.Review written products 
.Feedback from others involved 

.Feedback from others 

.Observations of discussions /meetings 

.Review evaluation instruments, designs, etc. 

.Observations 

.Review written reports 

. Interviews 



.Observation (participation in development) 
.Activity reports 

. Incidental observation / feedback 
.Time /Activity logs 
.Annual reports 



Functions and Competencies 



5.3 Plans, maintains, and/or participates in a system 
of accountability for services delivered. 



6.0 PROFESSIONAL PRACTICE AND DEVELOPMENT 

*6.1 Delivers services consistent with the National 
Association of School Psychologists (NASP) and 
the American Psychological Association (APA) 
ethical principles and professional standards of 
practice. 

6.2 Observes federal, state, and local policies and 
regulations in the delivery of school 
psychological services. 



6.3 Works to ensure students 1 rights and welfare in 
school and cannunity. 

6.4 Engages in continuing professional development 
by assessing own needs ~nd seeking ways to 
address needs. 



i 

to 



7.0 CCMVIUNICATION AND RELATIONSHIP SKILLS 

*7.1 Effectively communicates knowledge and ideas 
orally to individuals and groups. 

*7.2 Effectively communicates knowledge and ideas in 
writing. 

*7.3 Maintains effective interpersonal relationships 
and communications in the professional setting. 




isistance with data collection and complete analysis 
;ychologist or professionsal knowledgeable in the te< 



Sample Data Collection Methods 



.Review types of reporting systems 
.Written reports of services delivered 
.Interviews with psychologist 
.Program outcome studies 



.Evidence of ethics and standards on file for references 
.Observation (conferences, team meetings) 
.Interviews with psychologist re: standards 
.Incidental feedback 



.Evidence of policies and regulations on file for reference 
.Observations (conferences, team meetings) 
.Interviews with psychologist 
.Incidental feedback 

.Observations 

.Feedback (parents, school staff) 

.Review professional development plan 

.Interviews with psychologist re: self -assessment 

.Review other records (e.g., actual staff development 

attended) 
.Changes in actual practice 



.Observations - meetings, conferences, consultations 
.Feedback - consumers, school staff 

.Review of written products 
.Feedback from consumers 

.Observation 

.Feedback from consumers 



of these competencies may be needed from another school £ 3 1 
ihnical aspects of the skills. 



♦ 



SECTION III - D 



SAMPLE DATA COLLECTION FORMS AND EVALUATION CRITERIA 



FOR 




SCHOOL PSYCHOLOGISTS 



Notes: Forms with an asterisk indicating "NASP" were taken from : J. Zins 
(Ed. ) (1982) . Accountability for School Psychologists: Developing 
Trends . National Association of School Psychologists. 



Additional forms and criteria may be adapted from the School Counseling 
(II-D) Section. 
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INDEX OF SAMPLE DATA COLLECTION PROCEDURES 
BY MAJOR FUNCTIONS FOR SCHOOL PSYCHOLOGISTS 



Functions; 1.0 Assessment and Interpretation 

2,0 " Direct Interventions for Students 

3.0 Consultation and Training 

4.0 Program Development 

5.0 School Psychology Program Implementation 

6.0 Professional Practices and Development 

7.0 Communication and Relationship Skills 



1 


2 


Functions 
3 4 5 6 


7 


Sample Form or Data Collection Procedure 


Page 


X 


X 


X 


X 






Weekly Summary Report 
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X 


X 


X 


X 


X 




Tame Accountability Summary Sheet 


111-32 


X 


X 


X 


X 


X 




LaGrange Time Analysis System 


111-33 


X 










X 


Evaluation Form for Psychological Reports 


111-39 


X 










X 


Guidelines for Psychologists 


111-41 














Observation 




X 


X 










Psychological Assessment, Intervention, and 


111-42 














Follow-up Checklist 












v 
A 


X 


Guidelines xo^: A sessing Psycholoqical 


111-44 














Reports 






v 

A 










inuxvxuual uounsexing EVaiUauxon 


111 - 40 




X 


X 








Intervention for Learning and Behavior 


111-47 














Problems 








X 








Feedback Letter 


111-45 




X 


X 








Monitoring Form - Goals and Objectives 


111-50 






X 








Consulting Contact Record Form 


111-51 




X 


X 








Psychologists Data Management System 


111-52 






X 








Behavioral Consultation Process 


111-59 






X 






X 


Consultation Observation Instrument 


111-62 






X 






X 


.Consultation: Feedback and Relationship 
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Rating Scales 
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Functions 
2 3 4 5 6 


7 


Sample Form of Data Collection Procedure 


Page 




A 


A 




Conference Skills : Professional 
Self-Management 
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X X 


X 


X 


Educational Services — Princir>al 
Questionnaire 


TTT-79 


X 


X 




X 


Psychological Services Assessment 
Questionnaire 
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X 




X 


School District Parent Questionnaire 


111-79 


X 


XXX 


X X 
X 


X 


Annual Evaluation of Psychology Staff 
Appendix A: Psychologist Interview 
Appendix B: Principal Interview 


111-80 
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SCHOOL PSYCHOLOGIST 
RECORD KEEPING AND MONITORING PROCESS * 



In order for the Director of Student Services to more effectively 
monitor the activities of the districts school psychologists and in order 
to provide each school psychologist with a summary of his/her activities 
a weekly report will be completed and turned in on the last day of each 
school week. It is recaunended that each psychologist keep a daily log. 



WEEKLY SUMMARY REPORT 



1. 


Number 


of 


A-Team conferences attended 


2. 


Number 


of 


students discussed at A-Team conferences 


3. 


Number 


of 


students assessed (standardized & non-standardized) 


4. 


Number 


of 


placement conferences attended 


5. 


Number 


of 


parent contacts 


6. 


Number 


of 


teachers consulted 


7. 


Number 


of 


written reports 


8. 


Number 


of 


outside agencies contacted 


9. 


Number 


of 


administrators consulted 


10. 


Number 


of 


students provided direct therapy 



(e.g., class conferences, group counseling, individual counseling) 

11. Number of students followed-up 

12. Number of hours of in-service training 

13. Other activities this week: 



*NASP 
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TIME ACCOUNTABILITY SUMMARY SHEET * 



Name: 
Week of: 

M T w Th F Total % Tims 



ASSESSMENT 

acmu.nistrauion ana scoring or tests 












For Week 


report writing 














observations 














review of student records 














INTERVENTION 
in— service presentations 














couijsej_irjy 














direct intervention 














EVALUATION 

conference w/jparents 














conference w/teacners 














conference w/ outside professionals 














conference w/ administrators 














AUMlNlDlK/\ilLH>J/UK!^^ XUrJAb 

travel 














review and proof of reports 














preparation for testing & confer. 














attendance at meetings 














professional development 














public relations 














correspondence 














daily log 














CLERICAL 














OTHER 















COMMENTS: 

*NASP .i q 
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LA GRANGE AREA DEPARTMENT OF SPECIAL EDUCATION 
TIME ANALYSIS SYSTEM FOR SCHOOL PSYCHOLOGICAL SERVICES 
DATA COLLECTION PROCEDURES FOR TIME ANALYSIS SYSTEM 

The following procedures are to be used in collecting data for each task 
category and for recording this information on the Data Collection Form. 
Increments of time ranging from 0 hours to 8 hours range across the upper 
portion of the Data Collection Form, while task categories are listed in 
a column along the margin. Located within the matrix are the day 
abbreviations M, T, W, TH, F t Each school psychologist should record time 
data each day. While it is recommended that personal scheduling records be 
used as a reference for daily input, estimation of time rather than counting 
each minute is emphasized. It has been suggested from previous experience 
that only a few minutes are required to complete a single day's 
recording. Once category definitions become familiar, the entire process 
should soon evolve xnto an automatic behavior. Instructions for using 
the Data Collection Form are as follows: 

1. Become familiar with each task listed on the left column of the 
sheet. The last three tasks (Assignment I, II, III) are for your 
personal use. These may be used in order to record time spent in 
particular buildings, programs, projects, etc. 

2. Each column, numbers 0 through 8, represents the amount of time one 
may spend performing any particular task. This time is expressed in 
the form of hourly increments beginning with 0 and ending with 7 hours 
or more. The user should simply estimate the amount of time spent 
working on a particular task on a given day. 

3. Within each box presented in the matrix appears an abbreviation for 
each work day. Slash or block out the correct day (M, T, W, TH, F) 
in the column which corresponds to the amount of time spent on each 
task listed. If one has not engaged in any particular task listed, 
indicate this by marking out the appropriate day in the 0 column. 

4. If one does not work on a particular day listed, mark out all tasks 
in the 0 column for that day. 

5. At the end of one work week, complete the last two columns on the 
right hand side of the sheet. 

6. To find the total score for each task, one must refer to the top of the 
sheet where scores are listed for each column (0-8) . Each marked 

out day will receive a score which corresponds directly to the score 
listed at the top of its column. These should be added across the 
page for each task and entered in the Total Score column on the right 
of the sheet. 

7. When no time has been spent for a particular task during the work 
week, one should enter a 0 in the appropriate box under Total Score. 
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8. Average daily scores are obtained by dividing the Total Score for 
each task by the number 5. Frequently, the product obtained will be 
represented by a fraction or decimal. Enter this value in the 
appropriate box under Average Scores. 

9. Please enter your initials and code number in the appropriate space 
provided on the far right hand side of the sheet. Also, please 
include the dates which correspond to the beginning and end of each work 
week in the appropriate spot. 

10. At the end of each month, please return all completed data collection 
forms for group and individual analysis. 

* Acknowledgement is given to Iowa Area Education Agency 6, Marshalltown, 
Iowa for development of the Time Analysis Manual upon which this system 
is based* 
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DATA COLLECTION FORM 



SCORE 

TIH[ 

• 

TASK CAICGOaiES 


0 


.5 


1 


2 


3 


4 


5 


c 

0 


» 

/ 


0 


TOTAL 
SC0RC 


AVCPAGe 
SCORC 


Hone 


I m 1 n . - 
30 mln. 


31 mln.- 
1 hr. 


61 min.- 
2 hr. 


>2 hr.. 
3-hr. 


>3 hr.- 
4 hr. 


>4 hr.- 
5 hr. 


> 5 hr.- 
6 hr. 


^6 hr . 
7 hr. 


> 7 hr. 






OX 


.025X-7.5X 


7.5X-131 


13X-25X 


25X-37X 


37X-50X 


50X-62X 


62X-7SX 


75X-87X 


87r-ioox 








H T 1/ Til r 


It T W TH r 


rl T V TH F 


T H TH F 


"JLKJJLf- 
fULiUlLL 

II T M TH F 


-HJ-jL?H F. 

JUJLJILL 
H T :l TII F 


rl T M TII F 


M T M TII F 


iLJJLIlLf. 
11 I !l 7H.L 


Jim »i f 






identification, 


lUjUfU. 


H T M Til r 


A T. H TII F. 


;UJLIHJ_ 
r: t '.: ti: f 


UJLJUlll 
M T U TII F 


HLJLOl.L. 

M T M TII F 


ILT H TILT 






Initial 

3- . , .s>cii».or: 


rl T II Til F 


w t i: tii r 


:i t th f 


H T M TH F 
H T M TK F 


H T H IH F 






3 1 Individual 


H T W TH F 


M T W TH F 


H T W TH F 


H T H TH F 


H T M TH F 


H T M TH F 


H T II TH F 


M T VI TH F 


H T M TH F 






3.2 Observation 


H T W TH F 


H T W TII F 


H T H TH F 


H T A TH F 


HTM TII F 


HTM TH F 


HTM TII F 


M T M TI! F 


H T M TH f 


H T M TH F 






3.3 ti'.ilivo 


HTM TH F 


M T W TH F 


M T W TII F 


H T M TH F 


H T M TH F 


K f M TH F 


H T M TH F 


H T M TH F 


H T K TH F 


H T M TH F 






Pc-Cvalua t ion 
4 . Assessment 


M T W TH F 


H T M TH F 


H T H TH F 


H i H TII F 


H 1 M TII F 


H T M TH F 


H T M TII F 


H T W TH F 


H T M TH F 


H T M TH F 






4.1 Individual 


M T W TH F 


H T M TH F 


H T W TII F 


M T V TH F 


H T M TH F 


H T M TH F 


11 T H TH F 


H T M TH F 
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140 



• 




LA GRANGE AREA DEPARTMENT OF SPECIAL EDUCATION 

TIME ANALYSIS SYSTEM FOR SCHOOL PSYCHOLOGICAL SERVICES 

Time Analysis Categories for School Psychological Services 

(Revised 9/11/81) 



1.0 Management 



-Administrative committee work including time spent on advisory 

committees, budgeting committees, etc. 
-LADSE paper work including the completion of mileage forms, 

personal leave forms, travel expenses, departmental reports, 

end-of-the-month reports, completion of case management logs, 

and completion of time analysis forms. 
-School psychology staff meetings. 



2.0 Identification and Child Find 



-Any screening process including district preschool screenings. 

-Student Support Team conferences to determine need for Case 
Study Evaluations, informal teacher conferences and interviews 
to determine need for evaluations or consultations. 




3.0 Assessment for Initial Case Study 

3.1 Indiv' \1 Assessment with Children 



Any individual assessment with a student conducted as part 
of initial case study evaluations. May include formal or 
informal evaluation activities conducted within the context 
of direct student/school psychologist contact. 

3.2 Observation-Based Assessment 

Any assessment activity conducted as part of initial case 
study which includes observational assessment of the student 
(classroom, playground, home, etc.). 

3.3 Management Activities Associated With Assessment 

Activities inclining arranging for evaluation, locating 
child, finding t.esting location, scheduling, etc. 

4.0 Re-Evaluation 

4 . 1 Individual Re-Evaluation 

Any individual assessment conducted with a child as part of 
re-evaluation. 




4.2 Observation-Based Assessment for Re-Evaluation 
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6.0 



7.0 



8.0 



9.0 



Any assessment activity conducted as part of which includes 
observational assessment of the student (classroom, playground, 
home, etc.) . 

4.3 Management Activities - Re-Evaluation 

Activities including arranging for evaluation, locating 
child, finding testing location, scheduling, etc. 

Psychological Report Writing 

-Initial drafts, proof reading, distribution, re-evaluation 



Student Support Team Staffings to Review Case Study Evaluations 

-Student Support Team meetings to discuss results of 
psychological and Case Study Evaluations. 

-Placement staffings to review results of Case Study Evaluation 
and Individualized Education Program development. 

Review Meetings 

-All participation in Annual Reviews. 

-Student Support Team meetings to discuss results of 

psychological re-evaluations. 
-Student Support Team meetings and staffings to review student 1 s 

progress, revise lEPs, or discharge students from programs. 

Consultation and Indirect Intervention 

-Any services provided to those students which may include staff 
consultation, parent consultation, planning and modeling 
behavioral techniques, etc. Planning and data collection is 
included. 

-Meeting with other Student Support Team members (including 
parents) to discuss assessment results prior to staffing. 
-Parent Education Programs. 

Direct Intervention Services 

-Any direct services including group or individual counseling, 
behavior management and data collection, planning time, 
attending meetings, and necessary phone contacts. This is 
distinguished from 8.0 by the school psychologist's direct 
contact with students. 

Staff Development 

-Inservice presentations and participation in inservice activities 
with local education agencies, LADSE, and outside agencies. This 
may include informal inservices to districts or parent groups. 

-Supervision of school psychologist interns or social worker 
interns . 



reports 
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-Attendance at professional workshops and conferences, including 
travel time. 

-Observation of classrooms to increase knowledge of student and 
teacher behavior, curriculum, etc. 

-Professional reading, which may include journals, reviewing 
assessment tools, publications. This does not include research 
for planning interventions for specific children or cases. 



11.0 Evaluation 



-Writing job performance goals and objectives. 
-Tine spent with supervisor for personal evaluation. 



12.0 Research 



-Time spent on formal or informal research projects, which may 
include any reading, planning, or data collection. 



13.0 Program Development $ 

-Time spent in planning or implementing programs (not associated 
with a particular student) that may be or is being implemented. 
For example, planning a new resource model would fall in this 
category. 



14.0 Travel 



-Travel from LADSE to assignments and between assignments. 
-Special travel request by the agency. 



15.0 Miscellaneous 



-Any activity which does not fit into preceding categories. This 
should not exceed thirty minutes per day or t we and one-half hours 
per week . This does not include time spent for lunch. 

16 . 0 Overtime 



-Any work conducted before 8:00 A.M. or after 4:30 P.M. or work 
during the lunch hour. Office time may include report writing, 
paper work, committee work, consultation, etc. 



17.0 Assignments I, II, III 

-Each user shall define Assignments I, II, and III in conjunction 
with his/her personal work load and/or interest areas. 
Assignments may represent particular school buildings, special 
programs, projects, etc. Tiire recorded under these headings is 
strictly for individual use and shall not be entered in or for 
group analysis. Time listed in this category may overlap with 
other time analysis categories. 
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EVALUATION FORM FOR PSYCHOLOGICAL REPORTS 
(Feedback from Consumer) 



We are attempting to determine how well our reports meet the needs of 
persons who request a psychological assessment for a student. This 
questionnaire is designed to provide us with information about the extent 
to which this report provides ihe information which you requested. Your 
feedback is very important in helping us improve the quality of our 
service. The first nine items can be answered by checking the 
appropriate response to each question. The other questions are designed 
so you can provide feedback about different aspects of the report. 

1. To what extent does this report provide an adequate answer to the 
referral question (s) ? 

adequate partially adequate inadequate 

2. To what extent does this report provide you with new information 
or insights about the student? 

ver Y helpful somewhat helpful not helpful 

3. To what extent does this report confirm the insights that you already 
had about the student? 



very much somewhat 



none 



4. To what extent are the information and insights provided in this 
report helpful to you in developing new ideas of your own about 
working with the student? 

ver Y helpful somewhat helpful not helpful 

5. To what extent does this report provide useful recommendations about 
instructional strategies that may be appropriate for this student? 
ver Y useful somewhat useful not useful none 

6. To what extent does this report, provide helpful rt-. emendations for 
dealing with the student's behavior? 

ver Y helpful somewhat helpful not useful none 

7. To what extent do the recommendations in this report reflect an 
understanding of classroom procedures? 

good understanding some understanding L . understanding 

8. What is your overall evaluation of the usefulness of this report? 
highly useful somewhat useful not useful 

9. What type of information did you request when you referred this 
student for a psychological evaluation? 

eligibility for special education services suggestions for 

classroom teaching information to increase your unuerstanding 

of the student other (please specify) 

10. What, if any, additional information should have b*en included in 
this rex>rt? 
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11. What, if any, technical terms were unclear to you? 



12. What, if any, information and/or insights from the report are useful 
in improving your wcrk with this student? 



13. What, if any, of the recommendations will you be implementing in your 
work with this student? 



14. What, if any, suggestions can you provide to help the examining 
psychologist improve the quality of his/her written reports? 



15. Please indicate your position and grade level (if appropriate) : 

teacher (grade level ) special education teacher 

(specialty area ) , counselor (level ) , 

administrator/supervisor (lev?l or area , 

speech and language clinician (level ) , other 



(please specify) . 



Psyv :ology in the Schools, 1983 Vol. XX No. 1 
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Guidelines for Assessing Psychological Reports 

Developed by: Sally Ward, Ph.D. 

Moore County Schools 



Assessment 

. Appropriate instruments are used 

. The assessment adequately assesses all areas of concern, either 
present in the initial referral or generated by results of the 
current evaluation 

. Interpretation of test results is educationally relevant and 
comprehensive 

Recomroenda tion s 

. Recormvenations address all identified need areas 

. The psychologist has knowledge of rules, regulations, guidelines, and 
school decision-making policies 

. Placement recommendation (if any) is appropriate to the data collected, 
instruments used, and the results obtained 

. Treatment, intervention, or program planning recommendations are made 
and are consistent with the results obtained 

. The report provides specific suggestions to teachers and other staff 

Communication Skills 

. The psychologist writes clearly and meaningfully 

. Data is provided to back up professional judgement, and both data and 
professional judgement are evident and clearly distinguished 

. Appropriate educational vocabulary is used, and explanation is provided 
of any concepts or terminology not in canton educational usage 

. The report maintains appropriate confidentiality and includes what is 
relevant to learning, academic, behavioral or school adjustment 
problems, or related to needed services 
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PSYCHOLOGICAL ASSESSMENT, INIERVENTION, AND FOLLCW-UP CHECKLIST 



Name of Pupil 



School Building and District 
Name of Psychologist 



Date Parent Signed Referral 



Date Peferring Person Signed Referral 
Date Received by Psychologist 



Date Completed I. REFERRAL 

1. Determine if referral is appropriate for child study, 

2. Review referral for essential components. 

3. Establish priority for service. 

II. DEFINITION OF CONCERN 

4. Confer with referring person (s) and others to clarify 

the statement of concern. 

5. Formulate final statement of concern. 

6. Review statement of concern with parents if major 

redefinition. 

III. ASSESSMENT SELECTION 

7. Review and analyze pertinent school records. 

8. Select assessment methods appropriate to the statement 

of concern, psychologists competencies and 
individual's characteristics. 

IV. DATA COLLECTION, ANALYSIS AND INTERPRETATION 

9. Adhere to recortttvended procedures (or justify 

deviations) when administering and scoring non- 
standardized and standardized instruments. 

10. Synthesize assessment data and provide statements of 

fane tinning * 

11. Provide statements in a manner understandable and 

relevant to current functioning. 

12. Provide objective evidence to support interpretations. 
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13. Interpretation of data takes into account possible 
error. 

V. DIAGNOSIS 

14. Develop a psychological/educational diagnosis. 

15. Provide categorical diagnosis when warranted. 

16. Express dissenting opinion if in disagreement. 

VI. PSYCHOLOGICAL INTERVENTION 

17. Decide if intervention is needed. 



18. Develop potential intervention plan ideas which 
consider the least restrictive alternative. 

19. Develop psychological intervention plans which (A) 
correspond to the statement of concern and diagnosis 
(B) are practical (C) contain behavioral objectives 
and (D) contain sufficient detail for implementation. 

19A. Intervention plans correspond to statement of 
concern /diagnos i s . 

19B. Intervention plans are practical. 

19C. Intervention plans contain behavioral 
intervention 

19D. Intervention plans contain sufficient detail for 
implementation . 

VII. FOLLOW-UP SUPPORT AND EVALUATION SYSTEM 

20. Indicate availability to implementor of intervention 
plans. 

21. Review change of behavior. 

22. Determine if psychological service should be 
terminated, modified, or other services needed. 

23. Develop generalization and maintenance plan. 



Jeff Grimes, Consultant 

Iowa Department of Public Instruction 
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Guidelines for Psychologist Observation 

School-Based Committee Meeting 

Developed by: Sally Ward, Ph.D. 

Moore County Schools 

Relationship with Staff 

. Relationships evidence a spirit of friendly, cooperative professionalism 

. The psychologist listens attentively when others speak; dignifies and/or 
values the questions and contributions of others 

. The psychologist speaks clearly and considerately, in a manner conveying 
both self-confidence and respect for others 

Knowledge 

. The psychologist exhibits adequate knowledge of rules, regulations, 
procedures and school policies 

. The presentation was well organized, concise and answered the referral 
question (s) 

. The presentation shows clear knowledge of the client, the specific 
school setting, and corniunity 

. The instruments used are appropriate and adequately adores all areas of 
concern 

. The psychologist provides specific suggestions for teachers and school 
related to evaluation results 

. The psychologist seeks other souxces, resources, or expertise when 
necessary (i.e., "I don't know" when doesn f t know) 

Communication Skills 

. The psychologist uses educ ionally relevant and common terms and avoids 
highly technical or psychologically-oriented terms unless such use is 
necessary and accompanied by an explanation of the term or concept 

. The psychologist gauges and uses time effectively, keeping the presentation 
length appropriate within the meeting framework 

. The psychologist maintains appropriate confidentiality and attitude of 
respect toward the client (brings up data and information critical to 
the discussion and the decisions to be made, but does not necessarily 
tell everthing he knows about the client) 

. The psychologist distinguishes data from professional judgement and 
presents both, as appropriate 
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The psychologist offers explanation of listeria 1 presented and provides 
adequate justification of recommendations 

Hie psychologist solicits input or feedback from other staff 

The psychologist answers questions or responds to challenges without 
defensiveness 
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INDIVIDUAL COUNSELING EVALUATION 

1. How many times have you visited with the psychologist this year? 

2. Did the psychologist listen to your concerns? 
Yes No Sometimes 

3. Do you think the psychologist understood your concerns? 

Yes No Sometimes 



Conments: 



4, Did the visits with the psychologist help you solve your problems? 
Yes No Not Sure 



Comments: 



5. Wbuld you visit this psychologist again, if you needed help? 
Yes No Sometimes 



Comments: 



5* Wou-d you recommend this psychologist to your friends if they needed 
help? Yes _^ No N ot Sure 



Comments: 
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Intervention for Learning and Behavior Problems 



Child's Name: 



Teacher: Psychologist: 

1. Definition of Behavior /Problems : Date: 



What: 



When: 



2. Measuremen of Behavior: Date: 



Procedure: 



Baseline: Date: 



3. Intervention Strategy: Date: 
Procedure: 



4 . Implementor (s) : Date : 



5a. Date of Follow-up and Evaluation of Strategy: 
Data/Outcomes: 



Treatment Modification: 



5b. Date of Follow-up and Evaluation of Strategy: 
Data /Outcomes: 



Treatment Modifications: 



5c. Date of Follow-up and Evaluation of Strategy: 
Data /Outcome: 
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Feedback Letter * 



Dear , 

Approximately six weeks ago a specific recommendation was made 

by me concerning 's problem with 

, . The specific recommendation was as 



follows: 



In order to improve psychological services, I am requesting that you 
answer the following questions. (Circle either did or did not) . 

(1) I (did, did not) understand the reccimtendation . 

(2) I (did, did not) consult further with the psychologist about the 
recommendation . 

(3) I (did, did not) attempt to implement the recommendation.. 

(4) I (did, did not) find the recommendation effective. 

please rate the effectiveness of the recommendation (if it was used) 
according to the following scale: 



problem 
worsened 



no 



some 



improvement 



improvement 



much 

ijnproveroent 



Your cooperation will be greatly appreciated. Please return 
this form directly to me or your school secretary as soon as possible . 

Thank you. 



*NASP 
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MONITORING FORM * 
Goals and Objectives 



H 
H 
H 
I 
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Student's Name 



BD / 



Manager 



School District/School 

Instructional 3\rea 

Goal Statement (s) : 



Implementors 



Date 



Goal # 



Behavior Sought /Objectives 
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Teaching Strategies/ 
Special Media & Materials 



Date 



Success Criteria 



Start 



Accanp* 



Evaluation 
Schedule 
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LA GRANGE AREA DEPARTMENT OF SPECIAL EDUCATION 



CONSULTING CONTACT RECOKD FORM * 



Consultant Date 



Consul tee Check One: 

Child's Name Conference 

(Optional) Observation 

Other 



Reason for Consultation: 



Surrmary of Contact; 



Plan Implemented: 



Follcw-Up and Evaluation : 
Consultant 



Consultee 



*NASP 15 7 
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PSYCHOLOGISTS DATA MANAGEMENT SYSTEM (PDMS) 



What is the PDMS ? 

The Psychologists 1 Data Management System is a procedure for 
assisting school psychologists maintain critical data about students who 
receive services. Information stored in the system can be retrieved by 
the psychologist at any time. For example, one could get information on 
students who had received psychological services according to the 
students 1 district, building, one specific student or all students who 
had received services from a aiven psychologist. 

How does the PDMS work ? 

The PEWS uses a data collection form with two parts: basic data and 
intervention data (see attached) . The basic data form is completed on 
all students and intervention data completed only when a psychological 
intervention is proposed. The information from the form is put into an 
APPLE microcomputer (DOS of 3.3) with two disc drives. The information 
can be displayed on a printer with 132 characters per line. 

When a psychologist develops an intervention plan, a follow-up 
date is established. At the time (month) of the follow-up, a report is 
generated by the computer with essential data about the student and the 
intervention. The psychologist then ascertains if the intervention is 
successful, alteration (s) needed in the plan, arid a new follow-up date 
set. The system recycles until the psychologist is completed with the 
case. 

A psychologist could be working with 30 student 3ach with 3 
interventions, thus 90 psychological intervention plans. The PDMS helps 
manage this effort so that follow-through is ensured. 

What do psychologists think of the PDMS ? 

There are several answers to this question. First, the PDMS was 
piloted with a staff of 18 school psychologists in Area Education 
Agency 2 in Iowa during the 1080-81 school year. That staff was 
favorable (we have more information about this, about the system and 
wanted to continue with the process during 1981-82.) 

During the 1981-82 school year there were eight intermediate units in 
Iowa using the PDMS; over 150 psychologists in Iowa. Most school 
psychologists indicate that the system helps them organize their 
interventions more effectively. We also have data to support this 
conclusion. 

What are, the benefits of the PDMS ? 

The PDMS is an accountability system. It is possible to determine 
the number of behaviors changed successfully and numbers that did not 
change. We can now talk with administrators about the impact of 
psychological services in addition to the quantity of services provided. 
The PDMS is also a management system that aids psychologists in working with 
children and school administrators. 

ni-51 5 8 



For further information contact : 
Jsff Grimes 

Consultant for School Psychology 
Iowa Department of Public Instruction 
Grimes State Office Building 
Des Moines, Iowa 50319 
Phone: (515) 281-3176 



Gary Ross-Reynolds 
Assistant Professor 
College of Education 
Nicholl State University 
Thibodaux, Louisiana 70301 
Phone: (504) 446-8111 
Ext. 221 
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10. 



11. 



12. 



13. 



14. 



15. 



16. 



Psychologist's Data Management System: Basic Data Report 
Report Type (Circle 1) INITIAL or PROGRESS P7PORT 
Psychologist's Initials / / L J 2. Case Number LJL-LJ 



School District I I I I I 



Grade Placement Initial Contact (Circle 1) 
NS Not in School 

PN Preschool/Nursery/Daycarc/Home Inter 
UG Ungraded/Sp Ed 
KG Kindergarten/Readiness Prog 
PH Post High School Program 
Special Education Instructional Program 
NO No Special Education Instruc Prog 
RO Reg Class w/Support Assistance 
Rl Reg Class w/lntin SE Teach 
RR Resource Room 
Behaviors of Concern (Circle 4 maximum) 



/ / 


/ / 


III A /First) 
III h. i ru »u 


III 


' / 


/ / 


/ / 


/ (4-Digit State Codes) 






/ 


/ / 


8. Student's Age / 


1 1 




01 


1st 


05 5th 


09 


9th 


02 


2nd 


06 6th 


10 


10th 


03 


3rd 


07 7th 


11 


11th 


04 


4th 


08 8th 


12 


12th 



Initial Contact (Circle 1) 
SC Spec Class 

HH Hospital Instr or Home Inter 
RP Residentia Placement 
III Special Code 



AR Academic Reading TT 

AM Academic Math OT 

AW Writing/Spelling SS 

AO Academic Other SR 

AN Assign Not Complete DD 



Truant/Tardy 
Bchavior-Off Task 
Study Skills 
School Readiness 
Developmental Delay 



Type of Referral Request (Circle 4 maximum) 
IF Informal RE Re-evaluation for Spec Ed 

FR Formal Referral SO Second Opinion Request 

Communication (Circle 4 maximum) 
SP Special Ed Staffing WR Written Report 

Psychologist's Assessment (Circle 10 maximum) 



AG Behav Aggression 

PS Behavior-Passive 

BZ Behavior-Bizarre 

HP Home/Comm Problem 

SD Social Skills Deficit 

III Special Code 



SA 
PM 



Substance Abuse 
Physical/Medical 
Special Code 



IC Informal Conference 



EA Envir Analysis Dl 
BO Behav Obscrvtn PI 
RR Record Review Tl 



Diagnostic Client Intvw WS 
Parent Interview CR 
Teacher Interview TE 



Work Sample Rev 
Critin Rcf Assmt 
Testing Norm Ref 



/ / / Special Code 

IA Informal Assmt 
CL Check List Rating Scale 
HE Health Record Update 
III Special Code 



Psychologist's Determination of Primary Disability (Circle 1) 
NO No Disability SP Severe & Profoundly Handi 

MD Mental Disability PD Physical Disability 

LD Learning Disability VI Visually Impaired 

BD Behavior Disorder HI Hearing Impaired 

General Treatment Plan (Circle 5 maximum) 
NONE No Gen Treatment Plan Recmnd (Do 
not circle others with th*s one) 



REPM Regular Education Program 
RESP Reg Ed Spec Program (eg, Title I, ESL) 
SBSS School Based Supp Scr (eg, Nurse, 
Guidance) 

CBSv Comm Based Service (eg, Priv Psych, 

Mental Health Center, Tutor) 
PROM Promote Grade 
RETA Retain in Grade 



SESS 
SEPI 
SEPC 
SEPD 
SEtt 
MATL 
METH 
ENVR 
SCHD 
/ / L 



CM Comm Handicapped 

SL Speech Language 

DF Ocaf 

DD Deferred Diagnosis (0-3 only) 



Spec Educ Supp Ser (eg. Speech, Psych) 
Spec Education Placement Initial 
Spec Education Place-Continue 
Spec Educ Place-Different 
Spec Education Itinerant Instr Program 
Alternative Instr Materials 
Alternative Instr Methods 
Alternative Instr Environment 
Alternative Instr Schedule 
J_J Special Code 



17. Case Review Date (OPT) Yr / / f Mo LJLJ 18. Research 1 I I I I (Num) 
19. Research? I I I I I (Num) 20. Research 3 1111/ 

21. Psych Intervention Plan (Circle 1) N-No Y-Yes: -Complete Intervention Report For YES Only 
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C Child 
P Parent 
S Sibling 



Psychologist's Data Management System: Intervention Oata 



1 
2 



4 



T Teach 
fi Peer 
O Other 



*Vhose 
Behav 



I Incr 
M Maint 
0 Deer 



5. 

* Direc- 
tion of 
I Change 



1 Teacher 

\ Ptych 

P Parent 

C Child 



A rsy A^c 

E* Ed Aide I Prmcip 

C Counsel S Sibling 

0 Other R Peer 



Entry 
level 



7 

Cute' 

ion 

levc? 



Imple* 
mentor 



2 3i-*-av 
j V.eas 

2, Ben&v 

3 Meas 



2 Bchav 
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DEFINITIONS 

SOME METHODS OF MEASURING PSYCHOLOGICAL INTERVENTIONS 



Frequency (FREQ). The number of times a specific phenonemon occurs in a given 
class interval. Example: frequency of talk outs during a class period, number 
of times student is tardy in a week. 

Intensity (INTEN). Measure of the degree or amount of some quality. Example: 
anxiety can be measuredd by galvanic skin response; audio sounds, such as 
screaming or noise level can be measured electronically. 

Duration (DUR). The time that a behavior continues or lasts, i.e., the con- 
tinuence of time. Example: number of minutes crying. 

Rate (RATE). Response per unit of time. Usually responses per minute. Example: 
Reading Rate, of Words Per Minute. Also could be behaviors per d3y, per class 
period in school, per hour or any other uniform time interval. 

Percent Correct (PR COR). A given rate or proportion in every hundred that are 
correct. Calculation: number of correct responses divided into the total 
number of responses in a data set. This may include the percent of correct 
responses, percent of opportunities take.i, percent of times that a response 
occurred out of the times checked, and so on. Percent do not show how many 
responses were made or how rapidly responses were made. Example: percent 
of time on task, percent correct on weekly spelling test? etc. 

Percent Incorrect (PR INCOR). A given rate or proportion in every hundred 
that are incorrect. Calculation: number of incorrect responses divided into 
the total number of responses in a set of data. 

Grade Equivalent (GE). A score which reflects a person's achievement on a test 
or battery of tests according to grade ^orms. Thus, a GE 3.0 means beginning 
third grade level in a specified area of academics as measured by a specific 
test. 

Grade Level (GL). A level designating performance comparable to an identified 
grade level . example: Basal test: 4-1 in a specific series. 

Rating Scale (RSC). An instrument which allows a rater to record the estimated 
magnitude of a trait or quality for the case in question. Example: rating scale 
with a seven point coninuum with "one" as low on the designated quality and 
"seven" as high might be used to assess a person's sense of satisfaction with 
school, with a behavior of their or other considerations. 

Criterion Reference (CR). A specified standard indicating a criterion of per- 
formance. Could be CR test, CR rating seals or other measurement. The criterion 
provides the standard, rule, or description by which a judgment of something can 
be formed. 

Educational Level (ED LEV). Refers to a students level of function in terms of 
commonly defined references. For example: in reading we could measure per- 
formance, at a specified grade level, as instruci tonal , recreational, or 
frustration level of educational performance. 

Work Recognition Comprehension 
Independent Level " 99% 30% 

Instructional Level 95% 75% 

Frustration Level 90% 50% 

O UI-58 , ^ r { 
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BEHAVIORAL CONSULTATION PROCESS 



APPRAISAL CRITERIA 

Instructions : These behavioral consultation criteria may be used to 
observe school psychologists in consulting relationships with teachers, 
parents, or others. The observer /evaluator should be highly trained in 
consulting models and processes . All of these components of the 
consultation process may not be observed in one session. The entire 
process may require several consultations, especially to assess "Plan 
Implementation" and "Problem Evaluation". 

Although these criteria may be used for observing the consultation 
process, sane aspects of the process might be evaluated by interviews 
with the consultant and/or consultee. 

Observation Code: . Appropriate u?a of practice 

+ Strong or positive use of practice 

- Weak ox negative use of practice 

NA Not observed 

1.0 Problem Identification 

1.1 Specifies the problem to be solved 

1.1.1 Elicits goal(s) of consultee for the consultation 

1.1.2 Determines priority among stated goals (e.g., have 
consultee prioritize or select behavior that would lead 
to greatest behavior generalization) . 

1.2 Describes target behaviors 

1.2.1 Obtains clear objective description of student's behavior 

1.2.2 Focuses consultee on specifics; examples 

1.3 Identifies environmental conditions surrounding target behavior/ 
problem 

1.3.1 Elicits description of events that cone before the 
problem behavior (antecedent events) 

1.3.2 Elicits description of events that occur during the 
problem I^havior (situational events) 

1.3.3 Elicits description of events that occur after the 
problem behavior (consequent events) 



1 

Developed by Carols Cobb, Ph.D., using* Frank Gresnam (1982). Handbook 
for Behavioral Consultation . Des Moines, Iowa: Iowa Department of Public 
Instruction. 
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Determines severity of problem behavior 

1.4.1 Asks about frequency, intensity, and/or duration of 
problem behavior (s) 

1.4.2 Determines severity or strength of specified problem 
at the present time versus what an acceptable level 
would be 

1.5 Agrees on type of data collection procedures (if needed at this 
time) 

1.5.1 Determines who will collect baseline data (preferably 
the consultee over a specified period of time) 

1.5.2 Suggests practical recording procedures 

1.5.3 Determines amount of time for data collection to occur 

1.6 Sets date for next consultation interview (if needed at this 
time) 

Problem Analysis 

2.1 Validates the problem as initially identified 

2.1.1 Datermines adequacy of baseline data 

2.1.2 Determines discrepancy between existing and desired 
performance 

2.2 Analyzes conditions surrounding the problem behavior 

2.2.1 Analyzes antecedent conditions (e.g., cues given student, 
impact of other students, type of academic material) 

2.2.2 Analyzes sequential conditions (e.g., repetition /drill, 
reinforcement schedule, responses required of student, 
massed vs. distributed practice) 

2.2.3 Analyzes consequent conditions (e.g., positive and 
negative reinforcements, punishment conditions, strength 
of consequences) 

2.3 Designs intervention plan to alter target behaviors 

2.3.1 Seeks input from consultee regarding ta-^ics or 
procedures to address the problem (s) 

2.3.2 Identifies plan or general procedures to be used 

2.3.3 Describes procedures and materials to be ubed in 
implementing consultation plan. 

2.4 Sets date for next: interview, as necessary 
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3.0 Plan Implementation 

3.1 Determines if consul tee possesses skills to implement the plan 

3.1.1 Analy& s consultee 's use of plan tactic statements 

3.1.2 Observes in classroom 

3.1.3 Assists consultee in developing needed skills, if 
necessary 

3.2 Monitors data collection and plan operation 

3.2.1 Makes brief contact with consultee 

3.2.2 Conducts brief observations in classroom 

3.2.3 Notes any changes in student's behavior 

3.3 Determines need for plan revision 

3.3.1 Assesses form of implementation 

3.3.2 Assessess reinforcers/punishers 

3.3.3 Makes revisions, if necessary 

4.0 Problem Evaluation 

4.1 Deteimines if goals of consultation have been attained 
(effectiveness) 

4.1.1 Determines degree to which student's behavior 
approximates objectives set 

4.1.2 If goals only partially attained, returns to problem 
analysis 

4.1.3 If goals met, moves toward termination cf consultation 

4.2 Evaluates validity of intervention plan 

4.2.1 Determines extent to which the intervention contributed 
to the change (internal validity) 

4.1.2 Determines generalizeability of plan to other students 
(external validity) 

4.3 Determines need to continue, modify, or withdraw intervention 
plan 

4.3.1 Explores consultee' s satisfaction with plan 

4.3.2 Discusses possible effects cf any alteration or 
withdrawal of plan 

4.3.3 If modification is desired, use plan strategy and tactic 
questions 

4.4 Schedules additional interviews or terminates consultation 

4.4.1 If modifications are attempted, additional conferences 
are scheduled 

4.4.2 If goals are met, terminate consultation 

4.4.3 Extend invitation for further consultation, if needed 
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CONSULTATION OBSERVATION INSTRUMENT 

This form can be used to observe psychologists' skills in various 
consulting relationships. The observer should be highly trained in 
consulting models and processes, particularly as used by psychologists in 
school settings. Any given consultation session may not cover all the 
steps listed in this instrument; additional sessions may be needed to 
adequately complete the process (e.g., the consultant and consul tee may 
decide that additional data is necessary before action planning can 
occur) . 

Instructions ; Use this form to record consultant behaviors during a 
consulting session with a student, parent, teacher, other 
professionals, or a group. 

Suggested Code: . appropriate use of practice 

+ strong or positive use of practice 

weak or negative use of practice 
NA not observed 

****************************************** 

1. ENTRY INTO RELATIONSHIP (ESTABLISHING THE CONTRACT) 

1.1 Establishes rapport 

1.2 Clarifies purpose of session 

1.3 Uses attending skills and accurate listening skills 

1.4 Demonstrates clear understanding of consultee's concerns 

2. PROBLEM EXPLORATION AND DEFINITION 

2.1 Uses appropriate questioning skills 

2.2 Helps consul tee feel comfortable about discussing concerns 

2.3 Provides accurate information 

2.4 Relies on expertise of consul tee (establishes collaborative 
approach) 

2.5 Explores all assets of problem (s) 

3. PROBLEM SOLVING 

3.1 Helps explore alternative solutions /generate strategies 

3.2 Is accepting of other's ideas 

3.3 Makes helpful, practical and reasonable suggestions 

3.4 Helps narrow down alternatives 



Adapted and expanded by Dr. Carolyn Cobb from the Counselor Consultation 
Observation Instrument by Dr. John J. Schmidt (See Section II) 
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4. PLAN IMPLEMENTATION / ACTION 

4.1 Moves the consultee towards an appropriate decision 

4.2 Clarifies roles and responsibilities 

4.3 Seeks agreement about pian of action 

4.4 Helps with assignment of responsibilities 

4.5 Helps establish a timeline for action 

5. MONITORING AND EVALUATION OF PLAN 

5.1 Discusses follow-up plans 

5.2 Establishes how plan/strategies will be evaluated 

6. CLOSURE 

6.1 Summarizes the decision made and responsibilities assigned 

6.2 Expresses optimism 

6.3 Sets date for fcllow-up conference 

6.4 Closes session 
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COI-3 

CONSULTATION OBSERVATION INSTRUMENT; BEHAVIORAL INDICATORS 

The following behavioral indicators are sample behaviors that indicate 
successful use of specific consulting competencies and skills. These 
behavioral indicators coincide with specific categories and competencies 
on the Consultation Observation Instrument , 

1.0 Entry Into Relationship (Establishing the Contract) 

1.1 Establishes rapport 
Behavioral Indicators: 

- Introduces self, and others if appropriate 

- Uses statements to put consultee at ease (e.g., talks about 
topical areas in which consultee is competent) 

- Listens actively (e.g., uses reflecting and paraphrasing) 

1.2 Clarifies purpose of session 
Behavioral Indicators: 

- Takes initiative to focus on purpose of the meeting 

- States consultant's understanding of reason for the meeting 

- Asks consultee about his/her purpose for meeting 

- Resolves differences, if any 

1.3 Uses attending skills and accurate listening skills 

- Looks at consultee and maintains consistent eye contact 

- Uses appropriate body posture (e.g., open posture, leaning 
forward) 

- Accurately reflects feelings and/or content 

- Uses appropr J ate paraphrasing 

- Gives feedback to consultee 

1.4 Demonstrates clear understanding of consultee 1 s concerns 

- Elicits goaj 3 /concerns of consultee 

- Uses reflecting and paraphrasing skills to accurately restate 
consultee 's concerns 

- Summarizes concerns and issues that are presented 

2.0 Problem Exploration & Definition 

2.1 Uses appropriate questioning skills 
Behavioral Indicators: 

- Uses a minimal number of "closed" questions 

- Uses open-ended questions to clarify, and to encourage the 
consultee to give his/her opinions 

- Avoids "judgmental" types of questioning (e.g., "But don't you 
0 think that ?") 
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2.2 Helps consultee feel comfortable about discussing concerns 
Behavioral Indicators: 

- Uses supportive comments and gestures 

- Appropriately self-discloses information to show empathy 

2.3 Provides accurate information 
Behavioral Indicators: 

- Provides correct information (e.g., correct interpretation 
of testing results or other data) 

- If information is not known, says so and indicates that an 
answer will be sought 

- Does not "make up 11 an answer 

2.4 Relies on expertise of consultee (establishes collaborative 
approach) 

Behavioral Indicators: 

- Asks for the opinion of consultee 

- Lets the consultee know tliat his/her input is valued 

- Uses statements such as "You have a lot of information that 
can help us; Your expertise in this area is esssential". 

2.5 Explores all aspects of problem (s) 
Behavioral Indicators: 

- Seeks information about possible controlling events 
(e.g., before, during, after school, hone, peers) 

- Provides opportunity for related issues to be raised (esp. 
hidden agendas) 

- Helps determine priority of probleans or issues 

- Determines if enough information is available to begin 
developing strategies 

3.0 Problem Solving 

3.1 Helps explore alternative solutions /generate strategies 

Behavioral Indicators: 

- Encourages consultee to share ideas for solutions 

- Uses brainstorming procedures 

- Asks consultee which alternatives are not reasonable or 
realistic 
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001-5 

3.2 Is accepting of other f s ideas 



Avoids shutting off others by phrases such as: "That wouldn't 
work" or "It f s been tried before." 
Provides the tirre to explore all ideas 



3.3 Makes helpful, practical and reasonable suggestions 
Behavioral Indicators: 



- Helps identify useful resources 

- Makes suggestions that are within the ability of the 
consultee to carry out 

- Makes suggestions that are morally, legally, institutionally 
appropriate 

3.4 Helps narrow dcwn alternatives 

Behavioral Indicators: 

- Asks consultee to give "pros" and "cons" about each idea 

- Helps consultee consider factors that may affect one or 
more of the alternatives: money, time, space, etc. 

4.0 Plan Implementation /Action 

4.1 Moves the consultee towards an appropriate decision 

- Summarizes concerns and possible alternatives 

- Asks consultee which of the alternatives seems "best" 

- Estimates how corrmitted consultee is to solving the concern 

4.2 Clarifies role responsibilities 



Behavioral Indicators: 



Uses statements that clearly determine who is responsible for 
what (e.g., what will the teacher do, what will the parent do, 
and what will the psychologist do?) 



4.3 Se^ks agreement about plan of action 



Behcivioral Indicators: 



- Asks the consulcee if he/she agrees with the plan of action 

- Asks the consultee if he/she understands each part of the plan 

- Clarifies any uncertainties 
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4.4 Helps with assignment of responsibilities 
Behavioral Indicators: 

- Asks consultee which part of the plan he/she can implement 

- Summarizes responsibilities of all parties involved" 

4.5 Helps set a time line for action 
Behavioral Indicators: 

- Seeks agreement from consultee about time lines for tasks to 
be completed 

- Makes notes on agreed timelines 

5.0 Monitoring and Evaluation of Plan 

5.1 Discusses follow-up plans 
Behavioral Indicators: 

- Establishes specific dates/times for follow-up on strategies 
and outcome (s) 

- Lets consultee know he/she can call for assistance at any tims 

5.2 Establishes how plan /strategies will be evaluated 

- Seeks input from consultee to determine acceptable levels or 
behaviors 

- Sets criteria for "success" 

- States that strategies can be modified, as needed 
6.0 Closure 

6.1 Summarizes the decision made and responsibilities assigned 

- Restates the plan and each person's responsibilities 

6.2 I>cpresses optimism 

- Maintains a positive attitude and posture 

- Uses reassuring statements about the consultee ! s abilities 
to handle the situation 

6.3 Sets date for follow-up conference 

- Asks consultee to choose frcm a couple of dates and times 
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session 



bses statements that bri— * ^eting to an end (e.g., "lids 
has been very helpful; I k forward to our next 

meeting.") 

After meeting adjourns, uses statements that moves the 
conversation towards other "informal" topics (e.g., "Have 
a safp drive on your way heme,") 

If this session is the final consultation session in a series, 
terminates consultation by extending invitation for future 
collaboration. 
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Consultation 



Feedback and Relationship Rating Scales * 

The criteria listed below are important for providing useful 
feedback and establishing effective relationships with parents. Rate the 
interactions that occurred by circling the appropriate number on each of 
the scales. 



1. Useful feedback is descriptive rather than evaluative. It merely 
describes the psychologists reaction, thus leaving the parent free to use 
it or not. By avoiding evaluative language, it reduces the need for the 
parent to respond defensively. 

Descriptive 12 3 4 5 6 7 Evaluative 

2. Useful feedback is specific rather than genera] To be told that 
one's child is "always misbehaving 11 will probabxy not be as useful as to 
be told: "Johnny pushes or shoves other students at least four times a 
week when the class is on its way to the lunchroom." 

Descriptive 12 3 4 5 6 7 General 

3. Camiunications with parents takes into account the needs of both the, 
parent and the school; it is provided with consideration of the others 
feelings. Feedback can be destructive when it serves only the teacher's/ 
school's needs (as in being only an expression of anger toward a child) 
and fails to consider the needs of the parent (as in what can be done 

to resolve the problem situation) . 

Takes needs of Does not take needs 

both into account 1234567 of both into account 

4. Useful feedbacK is directed toward behavior the other can change. 
Frustration is only increased when one is reminded of a shortcoming 
over which he or she has no control. 

Directed towards Directed towards 

modifiable behavior 12 3 4 5 6 7 nonmodifiable behavior 

5. Useful feedback is solicited rather than imposed. Feedback is most 
useful when the parent has formulated the kind of question which the 
psychologist can answer (which may be a result of the psychologist 
effectively helping the parent to identify the real problem) . 

Solicited 12 3 4 5 6 7 Imposed 



*Dr. Michael Curtis, University of Cincinnati 
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6. Useful feedback is well timed. In general , feedback is most useful 
when given as soon as possible after the observed behavior (depending on 
the person's readiness to hear it at that tiae) . - 

Well 1 2 3 4 5 6 7 Poorly Timed 

7. Useful feedback is checked to ensure clear connrunication. One way of 
doing this is to have the parent try to rephrase the feedback received to 
see if it corresponds to what the psychologist had in mind. 

Checked 1 2 3 4 5 6 7 Not Checked 

8. Suggestions provided to parents are made in a noncoercive manner. 

They are given so that they do not require the parent to change his or her 
behavior. 

Noncoercive 12 3 4 5 6 7 Coercive 

9. Effective relationships in conferences are usually characterized as 
collaborative. Psychologist recognize the important contributions that 
parents can make to their child's education, and they treat them as equal 
partners in the educational process. 

Collaborative 12 3 4 5 6 7 Unequal 

10. Active solicitation of parental involvement is important as a means of 
obtaining their ccmtdtment to supporting plans to enhance their child's 
education . 

Parent Parent 
Very Involved 1 2 3 4 5 6 7 Uninvolved 

11. Oxtittunication skills such as active listening (demonstrated both 
verbally and nonverbally) and empathy convey a sense of caring and 
interest to parents, 

Active Listening/ 

Empathic Statements 12 3 4 5 "7 Low Interest Level 

12. Paraphrasing and summarizing help to demonstrate that an understanding 
of what the parents said and to keep the conference well directed and on 
target. 

Summarization/ 

Clear Direction 12 3 4 5 6 7 Little Direction 
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CONFERENCE SKILLS 



Professional Self-Management 

1. Assessment ; How did I perform during the conference? What were my 
strengths? tfy behaviors in need of change? Describe these areas in 
concrete, observable terms. 



2* Goals ; Based upon the assessment of my performance, what goals do I 
want f-o set for myself? These should include behavior to maintain as 
well as *:o change. Be reasonable in terms of the number of goals that 
you establish, and make than as specific as possible. 



3. Strategi es; What specific techniques or methods can I use to help me 
attain tEe goals that I established? The more realistic and specific 
these plans are, the better the chance that you will actually carry 
than out. Remember, practice makes perfect! 



4. Evaluation ; After my next conferences, how will I be able to 
determine that I attained the goals I set? The more specific the 
goals were, the easier they will be to evaluate. 



*Dr. Michael Curtis, University of Cincinnati 
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EDUCATIONAL SERVICES* 
School District No. 43, Lane County, Eugene, OR 97402-4295 

TO: Building Principals 

RE: Support Staff Evaluation 

The following questionnaire will be used in the annual evaluation cf 

It is possible that building staff 



members, such as counselors or individual teachers may have had more 
extensive opportunity to observe the services this individual is charged 
to provide. It may be Helpful to include feedback frcm these staff mambers 
in the evaluative process. Please be as objective as possible when checking 
the most descriptive column for each of the items below. If a question does 
not seem appropriate in relationship to the individual's job description, 
please check the column labeled "Not enough information to respond." The 
results cf this survey will be shared with the individual being evaluated. 

COMMUNICATION SKILLS Seldom or Always or Not enough 

Never Usually information 



Works effectively with 
st^ff to improve programs 
for students 

Conducts worthwhile meetings 
as- needed or contributes 
effectively in staffing 

Explains clearly and is 
easy to understand 

Encourages staff to consider 
alternative approaches to 
problems 

Respects, considers and/or 
acts on opinions of school 
st?.ff 



Effectively resolves conflicts 
between parents, teachers f and 
students when needed ] 



Is sincere and consistent in 
dealing with staff 

Understands and tolerates 
differences in point of view 



Has recpect of administrators 1_ 
*NASP 
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to respond 



Seldom 
or Never 



Effectively uses and/or 
coordinates other resources 
within the district, building 
or cannunity 

Does an effective job of 
interpreting district 
philosophy and procedures 
to staff. 1 



Follows district 
procedures and policy 

Studies all implications 
before changing programs 
and consults with admini- 
strators or staff 

Is readily available for 
consultation by staff 
members, parents, and 
others and makes them 
fee], welcome to bring 
problems to him/her 



PROCEDURES 
Always 
or usually 



Not enough 
information 
to respond 



Assesses child's needs and 
prescribes appropriate 

programs 1 2 3 4 5 

REFERRALS 

Responds promptly to 

referrals 12 3 4 5 

Develops plan for responding 

to referrals 12 3 4 5 

Contacts person referred 

within reasonable time 1 2 3 4 5 

Follows up with person 

who made referral 12 3 4 5 

Do you feel that you achieved 

your purpose in working with 

this person? 1 2 3 4 5 
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p 



4 



Seldom or Always or Not enough 

Never Usually Infonration 

to respond 



How likely is it that you 
would request services again , 
if you needed help in the 
future? 1 



How likely is it that you 
would reconnend this service- 
to a colleague? 1_ 



Individual strengths: 



Areas needing improvement: 



Additional comments : 



Signature of Evaluator (s) 



m 
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PSYCHOLOGICAL SERVICES ASSESSMENT 
QUESTIONNAIRE* 



I. BACKGROUND INFORMATION 



1. Grade Taught or Position 

_K 3 6 Multi-Age 

1 4 ID, EMH, TMH, Principal, Speech 

2 5 Music, Art, Readily.,, PE 



2. Number of years teaching (including present year) 

_l-5 11-15 over 20 

6-10 16-20 



II. CONSULTATION 



1. To what extent did you make use of the school psychologist 
through individual or group conferences/consultations? 

None Iplease skip to Section III; Psychological Reports) 
One time 



JTwo-Three times 
Four-Five times 
"Six or more times 



2. For each of the following statements, circle the number 
that most accurately reflects your perception of the 
psychologist. Use the following scale: 

0 Don't Know or Not Applicable 

1 Strongly Disagree 

2 Disagree 

3 Neutral 

4 Agree 

5 Strongly Agree 



a. Easy to work with 0 1 2 3 4 5 

b. Knowledgeable about the behavior 

of individual children 0 12 3 4 5 

c. Established a good working 

relationship 0 1 2 3 4 5 

d. A gcod listener 0 1 2 3 4 5 

e. Offered useful information 0 1 2 3 4 5 
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f „ Understands classroom and 

educational issues 0 1 2 3 4 5 

g. Seems flexible in his/her ideas 0x2345 

h. Helps identify useful resources 0 12 3 4 5 

i. Views his/her role as a facilitator 

rather than an expert 0 12 3 4 5 

j . Fits into my school environment 0 1 2 3 4 5 

k. Respects values which were 

different from his/hers 0 1 2 3 4 5 

1. Understands important aspects 

of problems I brought up 0 12 3 4 5 

m. Works well with parents 0 1 2 3 4 5 

n. Helped students through individual 

counseling 0 12 3 4 5 

o. Provides moral support 0 1 2 3 4 5 

p. Appears interested in my concerns 0 1 2 3 4 5 

q. Offers a valuable service 0 1 2 3 4 5 



For each of the following statements, circle the number 
which most accurately reflects benefits you have received 
as a result of working with the consultant. Use the same 
scale as above. 

a. Able to see complexities of the 
problem situation in greater 

depth and breadth 0 12 3 4 5 

b. Able to see alternatives I hadn't 

thought of before 0 1 2 3 4 5 

c. Find myself trying out some of my 

own ideas 0 1 2 3 4 5 

d. Encouraged me to make my own 
decisions as to management of 

problems 0 1 2 3 4 5 

e. Helned ma work more effectively 

with parents 0 12 3 4 5 



184 

111-77 



4. How satisfied were you with the strategies developed 
during consultation? 

Unsatisfied .2345 Satisfied 

5. Did you implement any of the strategies? 

Yes No 

Ii yes, how sucessful were they: 

Unsuccessful 12 3 4 5 Successful 
If no, why not? 



6. How confident are you in your ability to solve similar 
situations in the £uLure? 

Not At All 1 2 3 4 5 Very Confident 

7. How would you rate the overall effectiveness of the 
school psychologist as a consultant? 

low 1 2 3 4 5 High 

III. PSYCHOLOGICAL REPORTS 

1. Hew many students in your class received individual 
psychoedi ;ational evaluations this year? 

None One T wo T hree or more 

2. If student (s) in your class was (were) evaluated and you 
received a written report, please answer the following 
questions . 

0 Don't Know or Not Applicable 

1 Strongly Disagree 

2 Disagree 

3 Neutral 

4 Agree 

5 Strongly Agree 

a. The referrals for evaluation were 
acted upon in a reasonable amount 

of tine 0 1 2 3 4 5 

b. Results of the evaluations (either 
written or verbal) were given to 

me in a reasonable amount of time 0 1 2 3 4 5 
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c. The reports addressed the 

questions as^ed in the referral 0 12 3 4 5 

d. The recommendations were helpful 
in establishing a solution to 

the problem situation (s) 0 1 2 3 4 5 

e. I was satisfied with the overall 

report (s) 0 12 3 4 5 



IV. COMMENTS 



What specific suggestions would you have to ioiprove the overall 
quality of the psychological services being provided? 



by Joseph E. Zins 



# 
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SCHOOL DISTRICT 
PARENT QUESTIONNAIRE* 



Please rate your satisfaction with , school : 

psychologist at _ School, using the 7-point 

satisfaction scale below. Please add consents on the lines below each question 
to explain your rating. Number ratings should be placed on the line immediately 
to the left of each question. 

7 - Completely Satisfied 

6 - Satisfied 

5 - Slightly Satisfied 

4 - Neither Satisfied nor Dissatisfied 

3 - Slightly Dissatisfied 

2 - Dissatisfied 

1 - Completely Dissatisfied 

1. How satisfied are you with the pleasantness of, , 

the sc'iool psychologist at School? 

Comments 



2. How satisfied are you with the assistance provided for your child by 
the school psychologist? 

Comments 



3, How satisfied are you with the information provided you by the school 
psychologist? 

Comments 



4. How satisfied are you with the amount of cooperation and concern 
shown by the school ps^ cfnologist? 

Comments 



5. Any general comments you may have concerning, , 

the school psychologist at School or the 

Student Services Department would be appreciated. „■ 
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ANNUAL EVALUATION OF PSYCHOLOGY STAFF* 



The following is an outline of the evaluation process and procedures that 
will be carried out in the psychology department. The procedures generally 
incorpt rate current practice for the review of professional performance, as 
well as some modifications arising from discussion with staff and the 
Assistant Superintendent, 

Evaluation Procedures 

Evaluation procedures used by the psychology department involve 
evaluation of the performance of individual staff members as well as evaluation 
or 'review of service. 

Evaluation of Individual Performance 

a) Annual Review 

Staff evaluation and review of individual performance is a cooperative 
endeavor carried out between the senior psychologist and each staff member. 
An annual review of professional functioning is scheduled at the end of 
each school year and the discussion during this review follows the 
guidelines listed in Appendix A. It will be noted that in stating goals 
and objectives for the coning year a structure for continuity is provided 
as these are reviewed, modified and changed following a period during which 
an attempt is made to meet these goals. A written summary of the review 
will be made* This will then be signed both by the staff member and by the 
senior psychologist and will be forwarded to the Personnel Department after 
discussion with the Assistant Superintendent of Student Services. 

b) In addition to the end-of-the-year review an ongoing process is also part 
of staff evaluation • During regular psychology meetings individual staff 
members present cases on a rotation basis. Not only are the current 
professional practices of the staff being reviewed during these case 
conferences but the input of their colleagues regarding the various aspects 
of the case provides a valuable opportunity for professional growth und 
development ♦ 

Psychology meetings are also a forum for increasing knowledge of new 
developments in the fields of education and psychology On occasion guests 
are invited who present material of interest, but, more often, the staff, 
again in rotation, undertake to t-*t..:nt relevant topics of current interest 
to their colleagues. 

Evaluation of Psychological Service 

Finally, the psychological service provided by the psychology deprtment 
is reviewed by interviewing principals in their schools. An outline of 
this interview is found in Appendix B. This process will be carried out 
on an annual basis with new principals who are working for the first time 
with a particular staff member ♦ The senior psychologist will discuss with 
those principals the effectiveness of the psychological service provided in 
his/her school. 
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Appendix A 
(Psychologist Interview) 



GUIDELINES FOR ANNUAL EVALUATION OF 
PSYCHOLOGY STAFF 

What general areas of functioning do you consider to have been your 
strengths over the past year? 

Are there any areas of your functioning that need irnprovement? 
How do you intend to improve your functioning in those areas? 
What are your strengths and weaknesses in these areas? 

(a) assessment (intellectual, personality) 

(h) counseling skills 

(c) consultation skills 

(d) program development 

(e) interpersonal relationships with colleagues, school staff, parents 

Are there ways yoa can improve your efficiency? Your effectiveness? 

Are there any ethical and/or professional standards that you need to 
improve (keeping records, confidentiality, etc.)? 

In addition to the general goals and objectives of Student Services and the 
psychology department, what are the goals and objectives that you will be 
working toward in the coming year? 

Of last year's goals which have been successfully achieved and which are 
you still working toward? 
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Appendix B 
(Principal Interview) 



school 



1. Have you been satisfied with the psychological services provided during 
the past year? 



2. ^ w does the psychologist function in your school (regularly schedules 
visits, responding to referrals, etc.)? 



3. Approximately how much time does the psychologist spend in your school? 



4. When you send in a referral to Student Services, what types of problems 
would you expect to be handled by psychological services? 



5. Does the psychologist function as a team meraber in your school? 



6. Are there any ways that the delivery of psychological services breaks down? 
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7. What kind of services does the psychologist/psychometrist provide in your 
school? 



8. Does the psychologist provide the kind of service you want? 



9. In what ways could the psychological services be improved? 



10. Are there services in addition to or instead of those presently provided 
that you would like to have psychologist/psychometrist provide in your 
school? 
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SECTION IV 
SCHOOL SOCIAL WORKERS 
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SECTION IV - A 



PERFORMANCE APPRAISAL INSTRUMENT 



FOR 



SCHOOL SOCIAL WORKERS 



IV-1 
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SCHOOL SOCIAL WORKER PERFORMANCE APPRAISAL PROCESS 



Guidelines 



1. The supervisor /evaluator (s) and the school social worker mutually define 
the job functions and competencies to be evaluated at the beginning of 
each yiar. The functions and/or competencies may be modified to meet the 
specified role of an individual social worker in the local education 
agency, but all modifications must be noted and signed by the school 
social worker and the supervisor. 

2. A plan for evaluation, feedback, and indicated revision of performance 
standards is developed. Designated tines for formative feedback during 
the year should be included. 

3. Multiple sources of information and data used to evaluate competencies 
and functions are considered, especially for areas where observations may 
intrude on the service being delivered (e.g., counseling and assessment). 

4. Attempts are made to have a trained social worker evaluate the employed 
school social worker on technical and professionas aspects of practice 
(e.g., assessment, social work interventions, consultation). Such peer 
evaluation is especially important during years when the school social 
worker is being considered for advancement on the career ladder. 

5. Once the evaluation is completed as specified on the performance appraisal 
instrument, the supervisor and school social worker develop professional 
development plans. Professional development plans should not be limited 
to areas of deficiency but should be developed for areas "at standard" 

or higher in which the school social worker has special interests or 
desires continued growth. 
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JOB DESCRIPTION OF THE SCHOOL SOCIAL WORKER 
REPORTS TO: Appropriate Administrator 

SUPERVISES: May supervise professionals, social work interns, paraprofessionals, 
and clerical staff. 

PURPOSE: To pronote maximum development of all students by prevention/ 

alleviation of problems that interfere with the tasks of learning 
through knowledge of human behavior, social systems and social 
work skills. 

DUTIES AND RESPONSIBILITIES : 

1. MAJOR FUNCTION: ASSESSMENT OF STUDENT NEEDS 

The school social worker uses assessment skills to determine special needs 
of students. 

2. MAJOR FUNCTION: PROGRAM PLANNING AND EVALUATION 

The school social worker provides input for program planning and evaluation 
and contributes to the development of departmental and system-wide policies. 

3. MAJOR FUNCTION: DIRECT SERVICE 

The school social worker employs appropriate social work methods in situations 
affecting the student's educational progress. 

4. MAJOR FUNCTION: ADVOCACY 

The school social worker maintains an advocacy role to assure that the 
student's educational, social, emotional and material needs are met in 
accordance with established laws, rules and regulations. 

5. MAJOR FUNCTION : CONSULTATION/EDUCATION 

The school social worker provides consultation and in-service experiences 
for teachers and staff and engages in the mutual exchange of information with 
community agencies. 

6. MAJOR FUNCTION : COORDINATION/LIAISOJ 

The school social worker serves as a liaison between heme school-community and 
promotes effective resource utilization and positive relations with various 
publics . 

7. MAJOR FUNCTION: MANAGEMENT 

The school social worker organizes time, resources and work load in order to 
meet responsibilities and maintains accurate case records and documentation. 

8. MAJOR FUNCTION: PROFESSIONAL PRACTICE AND DEVELOPMENT 

The school social worker shows evidences of professional growth and develop- 
ment and adheres to a professional code of ethics, 
a IV-3 
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SCHOOL SOCIAL WORKER PERFORMANCE APPRAISAL INSTRUMENT 



INSTRUCTIONS: 1. 

2. 

3. 
4. 
5. 

6. 
7. 



The evaluator is to rate the school social worker on six- 
point scale as indicated below. 

The competencies pertinent to each major function must be 
selected and discussed by the supervisor and school social 
worker at the beginning of the year. 

The evaluator is encouraged to add pertinent contents at the 
end of each major function. 

The school social worker is provided an opportunity to react 
to the evaluator 1 s ratings and comments. 

The evaluator and the school social worker must discuss the 
results of the appraisal and any recommended action pertinent 
to it. 

The school social worker and the evaluator must sign the 
instrument in the assigned spaces. 

The instrument must be filed in the school social worker's 
personnel folder. 

Rating Scale 
(Please Check) 



School Social Worker Name: 



School or Base-assignment: 
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1.0 MAJOR FUNCTION: ASSESSMENT OF STUDENT NEEDS 



1.1 Gathers anc 1 records pertinent information to share with appropriate 
personnel. 

1.2 Provides assessment services as appropriate for determining students 
with special needs. 

1.3 Provides assessment to assure the implementation of appropriate 
services and/or placement for exceptional children. 



Consents 
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Rating Scale 
(Please Check) 



Q. 
3 



2.0 MAJOR FUNCTION : PROGRAM PLANNING AND 

EVALUATION 



2.1 Assists the school in planning programs that prevent/reduce /alleviate 
situations which may interfere with the learning process of students. 

2.2 Provides input as requested into system-wide and departmental policy and 
planning decisions. 

2.3 Assists as requested in the evaluation of departmental and system-wide 
plans, policies and programs. 



Comments 



3.0 MAJOR FUNCTION: DIRECT SERVICE 



Comments 



3.1 Employs appropriate social work methods in situations affecting the 
student's educational progress. 

3.2 Provides information about and facilitates use of resources for meeting 
clothing, nutritional, housing, transportation and health needs. 



4.0 MAJOR FUNCTION: ADVOCACY 




4.1 Maintains an advocacy role to assure that the student's educational, 
Social, emotional, and material needs are met. 
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Rating Scale 



(Please Check) 
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4.2 Advocates for students and parents in accordance with established laws, 
rules and regulations. 

Comments 



5.0 MAJOR FUNCTION: CONSULTATION/EDUCATION ~ I I I 

5.1 Consults with staff and teachers on school and student needs. 

5.2 Collaborates with camtunity agencies to provide for student needs. 

5.3 Provides in-service experiences to teachers and staff. 
5.4. Supervises school social work interns. 

Comments 



6.0 MAJOR FUNCTION: COORDINATION /LIAISON I I 1 I I 

6.1 Effectively researches and utilizes community resources in addressing 
the needs of students and their families. 

6.2 Establishes, prototes and maintains positive relations with various 
publics . 

6.3 Serves as liaison between the home, school and camtunity. 
Contents 



ERLC 



xv-4 9 8 



Rating Scale 
(Please Check) 
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7.0 MAJOR FUNCTION: MANAGEMENT 



7.1 Organizes time, resources, energy and workload in order to meet re- 
sponsibilities . 

7.2 Maintains accurate case records and documentation. 
Comments 



8.0 MAJOR FUNCTION: PROFESSIONAL PRACTICE AND " 

DEVELOPMENT \ | 

8.1 Adheres to a professional social work code of ethics. 

8.2 Demonstrates effective camtunication and relationship skills. 

8.3 Strives to develop professionally. 
Comments 
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Evaluator's Sunroary Comments 



School Social Worker's Reactions to Evaluation 



Evaluator's signature and date School Social Worker's signature and date 

Signature indicates that the written 
evaluation has been seen and discussed • 



200 



IV-8 



SCHOOL SOCIAL WORKER PERFORMANCE APPRAISAL SYSTEM 



INSTRUCTIONS: 1. Based on the evidence fron observation, discussion, and 

other forms of data collection, the evaluator is to rate the 
school social worker performance with respect to the seven 
major functions listed below* 

2. The evaluator is encouraged to add pertinent comments at the 
end of each major function. 

3. The social worker is provided an opportunity to react to the 
evaluator f s ratings and conments. 

4. The evaluator and the social worker must discuss the results 
of the appraisal and any recommended action pertinent to it. 

5. The social worker and the evaluator must sign the instrument 
in the assigned spaces. 

6. The instrument must be filed in the social worker's personnel 
folder. 

7. The rating scale will be as follows: 

Level of Performance 



6. Su perior 

Performance within this function area is consistently outstanding. Practices 
are demonstrated at the highest level of performance. Social worker continuously 
seeks to expand scope of competencies and constantly undertakes additional, 
appropriate responsibilities. 

5. Well Above Standard 

Performance within this function area is frequently outstanding. Some practices 
are demonstrated at the highest level while others are at a consistently high 
level. School social worker frequently seeks to expand scope of competencies and 
often undertakes additional, appropriate responsibilities. 

4* Above Standard 

Performance within this function area is frequently high. Some practices are 
demonstrated at a high level while others are at a consistently adequate /accept- 
able level. School social worker sometimes seeks to expand scope of competencies 
and occasionally undertakes additional, appropriate responsibilities. 

3. At Standard 

Performance within this function area is consistently adequate /acceptable. 
Practices fully meet all performance expectations at an acceptable level. 
Social worker maintains an adequate scope of competencies and performs additional 
responsibilities as assigned. 

2. Below Standard 

Performance within this function area is sometimes inadequate/unacceptable and 
needs improvement. Social worker requires supervision and assistance to maintain 
an adequate scope of competencies, and sometimes fails to perform additional 
responsibilities as assigned. 

1. Un satisfactory § 

Performance within this function area is consistently inadequate /unacceptable and 
most practices require considerable improvement to fully meet minimum performance 
expectations. Social worker requires close and frequent supervision in die 
performance of all responsibilities. 

Ml 




SECTION IV - B 



PERFORMANCE APPRAISAL FUNCTIONS, COMPETENCIES, AND 



SAMPLE EVIDENCES FOR 




SCHOOL SOCIAL WORK 
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SCHOOL SOCIAL TORK; PERFORMANCE APPRAISAL, FUNCTIONS, COMPETENCIES 

AND SAMPLE EVIDENCES 



1.0 MAJOR FUNCTION : ASSESSMENT OF STUDENT NEEDS 

The school social worker uses assessment skills to determine special needs of 
students. 

1.1 Gathers and records pertinent information to share with appropriate 
personnel. 

Sample Evidences 

a. visits hones to gather information 

b. initiates parent conferences 

c. interviews students and otherr 

d. reviews cumulative records 

e. communicates with various agencies to gain information 

f . observes students in various settings 

g. develops social histories 

h. collects, interprets pertinent family, cultural, social, economic and 
developmental information 

1.2 Provides assessment services as appropriate for determining students 
with special needs. 

Sample Evidences 

a. locates various assessment instruments 

b. utilizes various assessment procedures as appropriate for special purposes 

c. facilitates services of others to assure appropriate assessment strategies 

d. analyzes the various influences that affect student /parent /school/ 
community relationships. 

1.3 Provides assessment to assure the implementation of appropriate 
services and/or placement for exceptional children. 

Sample Evidences 

a. disseminates pertinent family, cultural, social, economic and devel- 
opmental information 



# 
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b. is familiar with assessment results that affected placement decisions 

c. is knowledgeable of effectiveness of various services to assess 
appropriateness of placement 

2.0 MAJOR FUNCTION: PROGRAM PLANNING AND EVALUATION 

The school social worker provides input for program planning and evaluation 
and contributes to the development of departmental and system-wide policies. 

2.1 Assists the school in planning programs that prevent/reduce/alleviate 
situations which may interfere with the learning process of students. 

Sample Evidences 

a. develops social and educational plans for students with special needs 
(academic, social, emotional, cultural, economic) 

b. plans programs for preventive education (drug awareness, sex education, 
child abuse/neglect, attendance) 

c. initiates and/or participates in related and pertinent educational 
research 

2.2 Provides input as requested into system-wide and departmental policy and 
planning decisions. 

Sample Evidences 

a. keep abreast of school board policies and works to see that they are 
properly implemented 

b. participates in system-wide and departmental meetings, comiittees, 
projects 

c. represents system as requested at state and national meetings 

d. participates in short and long-range departmental planning (in-service, 
annual goals, etc.) 

e. assists in developing departmental policy 

2.3 Assists as requested in the evaluation of departmental and system-wide 
plans, policies and programs. 

Sample Evidences 

a. sunmarizes results of plans, policies and programs 

b. prepares appropriate reports 

c. share /disseminates findings to appropriate personnel 
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3.0 MAJOR FUNCTION : DIRECT SERVICE 

The school social worker employs appropriate social worjc methods in situations 
affecting the student's educational progress. 

3.1 Employs appropriate social work methods in situations affecting the 
student's educational progress. 

Saniple Evidences 

a. locates resources for meeting needs 

b. provides information about resources to parents, students and others 

c. assists parents and students to avail themselves of resources 

3.2 Provides information about and facilitates use of resources for meeting 
clothing, nutritional, housing, transportation and health needs. 



4.0 MAJOR FUNCTION : ADVOCACY 

The school social worker maintains an advocacy role to assure that the student's 
educational, social, emotional and material needs are met in accordance with 
established laws, rules and regulations. 

4.1 Maintains an advocacy role to assure that the student's educational, 
social emotional and material needs are met. 

Sample Evidences 

a. documents inadequacies in resources and services, calls than to the 
attention of appropriate persons, and promotes appropriate action to 
improve services 

b. assures that services are provided in a way that is compatible with 
the culture of the child and parents 

c is supportive of parents needs to express their concerns about their 
child to school and agency personnel 

4.2 Advocates for students and parents in accordance with established laws, 
rules and regulations. 

Sample Evidences 

a. provides support for the student and parents in due process situations; 
including but not limited to suspension, expulsion, placement and 
appeal 

b. advocates for compliance with student rights and responsibilities 
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5.0 MAJOR FUNCTION; CONSULTATION/EDUCATIO? 

The school social worker provides consultation and in-service experiences for 
teachers and staff and engages in the mutual exchange of information with 
community agencies. 

5.1 Consults with staff and teachers on school and student needs. 
Sample Evidences 

a. assists in the identification and recognition of individual needs of 
students 

b. assists staff in understanding cultural and socio-economic circumstances 
of families 

c. assists in the development of plans to meet individual students 1 social, 
emotional and learning needs 

d. assists when appropriate , in the development of classroom management 
programs 

e. assists in the development of preventive education programs 

f. assists in the recognition, identification and referral of child abuse/ 
neglect situations 

g. informs teachers of their responsibility to facilitate appropriate 
attendance referral 

5.2 Collaborates with ccFTnunity agencies to provide for student needs. 
Sample Evidences 

a. provides information to the public and private sector regarding the 
schools perception of students needs 

b. utilizes information fran community agencies in planning for the social, 
emotional and educational needs of students 

5.3. Provides in-service experiences to teachers and staff. 

Sample Evidences 

a. plans and implements programs related to the role and functions of the 
school social worker 

b. plans and implements similar programs related to the needs of student 

c. plans and implements similar programs related to the needs of teacher 
and staff 



£06 



IV-15 



5.4. Supervises school social work interns. 
Sample Evidences 

a. provides field work experiences and supervision in the school setting 

b. provides other appropriate learning experiences 

c. collaborates with the training institution to facilitate learning of 
school social work interns 

6.0 MAJOR FUNCTION: COORDINATION/LIAISON 

The school social worker serves as a liaison between home-school-comiunity 
and promotes effective resource utilization and positive relations with various 
publics. 

6.1 Effectively researches and utilizes comtunity resources in addressing 
the needs of students and their families. 

Sample Evidences 

a. stays abreast of current information about community resources 

b. confers and shares information with community agencies and private 
sector 

c. identifies and documents needs not currently served in the school or in 
the comtunity 

d. makes appropriate referrals to comtunity agencies 

e. performs follow-up on referrals 

6.2 Establishes, promotes and maintains positive relations with various 
publics. 

Sample Evidences 

a. initiates and maintains contacts with comtunity agencies 

b. develops effective communications with the various publics 

c. works effectively as a team member within the school 

d. establishes rapport which encourages staff consultations and referrals 

e. advocates to assure that the students educational, social, emotional, 
and material needs are met 
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6.3 Serves as liaison between the home, school and conmunity. 
Sanple Evidences 

a. serves on interdisciplinary teams within the school system, such as 
student service and placement committees 

b. serves on interagency camattees 

c. promotes mutual respect, understanding and support between school and 
home via parent conferences and hone visits 

d. translates and interprets various information for home, school and 
community persons 

7.0 MAJOR FUNCTION ; MANAGEMENT 

T^e school social worker organizes time, resources and vvjrk load in order to 
iet responsibilities and maintains accurate case records and documentation. 

7.1 Organizes time, resources, energy and workload in order to meet responsi- 
bilities. 

Sample Evidences 

a. plans daily activities 

b. appropriately manages facilities, materials and equipment necessary to 
deliver school social work services 

c. submits timely and accurate data and reports 

d. uses established reporting procedures and channels 

7.2 Maintains accurate case records and documentation. 
Sample Evidences 

a. makes and accepts referrals 

b. provides follow-up and feedback 

c. maintains adequate case records 

d. documents information to substantiate circumstances relating to pertinent 
events 

8.0 MAJOR FUNCTION : PROFESSIONAL PRACTICE AND DEVELOPMENT 

The school social worker shows evidences of professional growth and develop- 
ment and adheres to a professional code of ethics. 
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8.1 Adheres to a professional social work code of ethics. 
Sample Evidences 

a. respects the dignity and worth of the students, staff, parents, recog- 
nizing their individual social, cultural and economic differences 

b. demonstrates confidentiality in client relationships 

c. interprets and adheres to laws related to rights of clients 

8.2 Demonstrates effective connunication and relationship skills. 
Sample Evidences 

a. presents ideas - in writing and orally - in a planned, orderly, 
and coherent manner 

b. uses educationally relevant terms and avoids highly technical 
jargon unless such use is necessary and is accompanied by an 
explanation of the term 

c. data are provided to back up professional judgment, and both are 
clearly distinguished 

d. listens attentively to others as demonstrated tnroaqh '^t'vil 
behaviors such as acknowledging, reflecting, paraphrasing, 
summarizing, clarifying, and elaborating 

e. sustains helping relationships by displaying respect, acceptance, 
empathy, genuineness, and warmth toward others 

f. understands and works within one's role in the system and contri- 
butes to total efforts of school social work services, and the 
LEA by demonstrating such attributes as sharing, cooperation, 
and assuming responsibilities 

8.3. Strives to develop professionally 

Sample Evidences 

a. upgrades professional knowledge and skills through research, reading, 
workshops, training sessions, conferences and courses 

b. relates newly acquired knowledge to practice 
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SECTION IV - C 



SUGGESTED DATA COLLECTION METHODS 



BY COMPETENCY AREA FOR 




SCHOOL SOCIAL WORKERS 
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SCHOOL SOCIAL WORKERS PERFORMANCE APPRAISAL: 
SUGGESTED METHODS FOR COLLECTING DATA 



Functions and Competencies 



1.0 ASSESSMENT AND STUDENT NEEDS 

* 1.1 Gathers and records pertinent information to 
share with appropriate personnel. 



*1.2 Provides assessment services as appropriate for 
determining students with special needs, 
standards 

2.0 PROGRAM PLANNING AND EVALUATION 

2.1 Assists the school in planning programs that 
prevent/reduce/alleviate situations which may 
interfere with the learning process of students 



2.2 Provides input as requested into system-wide 
and departmental policy and planning decisions 



2.3 Assists as requested in the evaluation of 
departmental and system wide plans, policies 

3.0 DIRECT SERVICE 

*3.1 Employs appropriate social work methods in 

situations affecting the student's educational 
progress 



Sample Data Collection Methods 



.Interview with social worker 

.Review of pertinent family, cultural, developmental 
information 

.Review of information obtained fror cumulative records 

.Examination of assessment instruments 
.Observations of assessment procedures 
.Interview with social worker 



.Review needs assessment information 
.Review written strategic plans of intervention 
.Observe social worker participation in research/ 
preventive programs 

.Interview social worker on current rules 
.Observations made of social worker during meetings 
.Observe social worker providing information to 
administrators 

.Review of final reports 

.Observe oral presentations by social workers 



.Interview with social worker to obtain feedback on 
appropriate methods used in working with students 
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Functions and Competencies 



*3c2 Provides information about and facilities use 
of resources for meeting clothing, nutritional, 
housing, transportation and health needs 

4.0 ADVOCACY 

4.1 Maintains an advocacy role to assure that the 
student's educational, social, emotional, and 



4.2 Advocates for students and parents in accordance 
with established laws, rules, and regulations 

5.0 CONSULTATION/EDUCATION 

5.1 Consult with staff and teachers on school and 
student needs 



5.2 Collaborates with community agencies to provide 
for student needs 

5.3 Provides in-service experiences to teachers and 
staff 



5.4 Supervises school social worker interns 



Sample Data Collection Methods 



.Interview with social worker regarding appropriate 
resources 



.Review written documentation of needs 
.Review plan of action 
.Interview social worker 



.Observation of social worker in due process situations 



.Observe social worker interaction with school staff 
.Feedback from teachers and students 
.Review written documentation 
.Interview with social worker 

.Review shared information with social worker 
.Interview with social worker 

.Review plans designed for in-service 
.Interview social worker to determine objectives and 
ideas 

.Obtain feedback from training institutions regarding 
social worker performance 

.Review initial plans in preparation for intern 
.Interview social worker tc determine objectives and 
ideas 

.Obtain feedback from training institutions regarding 
social worker performance 
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Functions and Competencies 



6.0 COORDINATION/LAISION 

*6.1 Effectively researches and utilizes cotmruhity 
resources in addressing the needs of students 
and their families 



6.2 Establishes, prorates and maintains prositive 
relations with various publics 



*6.3 Serves as liaison between the hone, school and 
community 



7.0 MANAGEMENT 

7.1 Organizes time, resources, energy and workload 
in order to meet responsibilities 



7,2 Maintains accurate case records and 
documentation 



8.0 PROFESSIONAL PRACTICE AND DEVELOPMENT 

8.1 Adheres to a professional social work code of 
ethics 
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Sample Data Collection Methods 



.Interview social worker regarding knowledge of 

community resources 
.Obtain feedback from targeted community agencies as 

appropriate 

.Observe interaction with conminity agency representatives 
.Observe social worker as team member with other support 
personnel 

.Observation of social worker effectiveness 

.Review of coomittee assignment and responsibilities 

.Interview social worker 



.Review of daily schedule 
.Review of reports 

.Any evidence to shew duties performed in timely fashion 

.Review of referrals 

.Review of social worker reords 

.Interview with social worker on case management procedures 



.Review copy of social worker's written code of ethics 
.Interview with social worker to assure knowledge of code 
.Observations show evidence of adherence to laws of 
confidentiality 
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Functions and Competencies 

8.2 Demonstrates effective communication and 
relationship skills 

8.3 Strives to develop professionally 



to 
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Sample Data Collection Methods 



.Review written documentation showing coherent 
.Observe oral communication skills 

.Evidence of participation in staff development 
.Attendance during professional association meetings 
.Enrollment in graduate courses or professional seminars 
.Published articles in professional journals 
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Teacher Questionnaire 



Date. 



-Teacher's Name- 



Student's Name or Number. 



-Classroom Subject- 



Please circle appropriate numher for each question. 



Oh a scaleof one to five: 



Very 
Poor 



Very 
Good 



Don't 
Know 



1 HfjW WOulf] vOll f'A\f* 1hi< ctuWont'c "c o 1 f- r* n n fi H o n o * 

1 - ■ iv»¥tt »»vuiu yuu laic una biuucm b bcii'uuniiucnuc * 


1 Z 


o 


4 


5 


0 . How would von ratP hic/hpr <plf»/v*ntrnl? 
*— t «v»» »'wu ivi yuu laic I lid/ I IC4 dCll^AJI lUUl: 




3 


A 

4 


O 


3. Attendance? 


1 9 


O 


A 

*\ 


0 


4. Willingness to listen and pay attention in class? 


1 2 


3 


4 


5 


5. Willingness to follow directions? • 


'? 2 


3 


4 


5 


6. Completion of assignments? 




3 


4 


5. 


7. Willingness to participate in class? 


1 . 2 


3 


4 


5 


8. Attitude toward school? 


1 2 


3 


- 4 


5 


9. Interaction with other students? 


l' ■ -2 


3 


4 


5 


10. Grades? 




3 


4 


5 


11- State of physical health? 


1 2 


3 


4 


5 


12. Emotional state? 


1 2 


3 


4 


5 


13. Willingness to cooperate with you? 


1 2 


3 


4 

* 


5 


\4. Willingness to cooperate with peers? 


1 2 


3 


4 


5 



Please relate efforts you have tried which have a) succeeded and b)'not succeeded. 
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Intake Assessment Summary 



Today's date 

School Social Worker- 
Client 



J^ddress 



-Phone- 



Referral Source: Student. 



Parent- 



Staff. 



SchooL 



PROBLEM AREAS: 
(indicate seriousness on scale 
of one to five where 1 — negative 
and 5 ** positive extremes) 



Source's 
Reason for 
Referral 



Worker's Assessment: 
At Nov. Feb. At 

Intake 13— 19_ Closing 



1. 



SCHOOL BEHAVIOR: 
Disruptive Behavior 
Truancy-Class Cutting 
Problem with Performance 
Attitude toward School 
Participation 

Other (Specify) — 



2. 



5. 



6. 



FAMILY RELATIONSHIPS: 
Child-Parent Conflict 
Sibling Conflict 
Pregnancy-parenthood 
Sexual/Physical Abuse 
Poverty 

Disorganization 

Othe- (Specify) 



PEER RELATIONS: 
Isolated/Withdrawn 
Aggressive/Conflictual 
Influenced by Neg. P£er Pressure 
Social Skills 

Other (Specify) 



COMMUNITY RELATIONS: 
Police Contact 
Gang Involvement 
Probation 

Employment Problems 
Other (Specify). 



PERSONALITY PROBLEMS: 

Adolescent Stress 

Anxiety/Depression 

Immature Personality 

Borderline Psychotic 

Psychotic 

Retarded 

Other (Specify). 



ATTITUDE TOWARD SELF: 
Drug/Alcohol Abuse 
Self-Esteem 
Self-Insight 

Attitude toward Treatment 
Hope for Future 
Trust of Adults 

Constructive Communication of 

Needs/Problems/Feelings 
Other (Specify) 

If referral is not due to problems 
listed above, list reason. 
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(School District Name) 
Social Development Study Report 



Student's Legal Name^ 

Home School 

Referred by 



Type of Referral: 

Reason for Referral: (Specify) 



Date.. 



.Date of Birth- 



-LegalGuardian- 



-Date. 



-New referral 



Reevaluation 



Information Sources (STATE DATEfe)) 

Chiid Observation 

classroom (s) 

playground 

lunchroom 

home 



Child lnterview(s) 

formal .■ 

informal 



Family Interview (s) 

Mother 

Father 



-other (specify) 



-Legal Guaidian 
-Other family members 
.Community agency personnel 
(specify agencies) 



School Personnel Interviews 



a. Teacher(s) 



b. Other staff 



-current 
.previous 



.principal 

.pupil personnel service staff 
-aides 

^secretarial staff 
-lunchroom staff 
.custodial staff 



Family Interviews Occurred 

home 

-school 

.work location 

.community agency 

.other (specify) 



Existing Records Reviewed 

regular education files 

—special education files 

health/medical records 

community agency (specify) 



Assessment Instrument (s) Administered 

(list those administered by the school social worker) 
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Request for School Social Work Services 




Student Name Birthdate. 

School Grade Teacher_: 



Address Home Phone Unlisted 



Mother \ Employed by Phone. 

Father Employed by Phone. 

Siblings (names, ages, grades) 



Reason for request ~ 

(your major concern) 

Specific behoviors/ccnccrnc evidencing need for serv<c*?. (Give examples) 



Please list all methods of remediation attempted. 



Have the parents been contacted regarding the problems? 



yes / no parent reaction 



Please state covenient times for a conference- 



Services Requested by:_ 



Name Position 



Principal's Signature Date 
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Family Statistics 

Language(s) spoken in the home: 
Parents: 

Marital Status: Single 



.English 



Father:. 



Address: 



Phone: 



. Birthplace: 
Employers 



Occupation: 
Age: 



-Health- 



Highest Grade Completed- 

Sibiincs: 



Divorced. 



-D.O.B. 



Acs 



Married, 



-Other (SpecifyL 



Widowed. 



Remarried Separated 



Mother:. 



Address: 
Phcne:— 



Birthplace: 
Employer!. 



Occupation: 
Age" 



-Heaith- 



Highest Grade Completed. 



Grade 



School/Occupation 




-D.O.B. 



, Others in Home: 




Both Parents in Home: J Yes No 

Other Caretakers: 



FINDINGS 



Parent's/Guardian's Perception of Issue/Problem 



Child's Perception of Issue/Problem 



ERIC 



224 

IV-30 



f 




gnificant Data from Records Reviewed 



Significant Health and Developmental Data 



Adaptive Behavior 



Student Weaknesses/Needs 




Student Strengths 



Needs/Recommendations 




"School Social Workci's Signature 



Dale 
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School Social Work Monthly Statistical Report 



Building. 
District 




Worker- 



-Month- 



-Re'gioa. 



A. Number of days this building/district/region received school social work services this month. 

B. NUMBER SERVED 



1. New students served — casework* 

2. New students served — consultation 
3 New students served — groups 

4. New parents served — casework 

5. New parents sen/ed — groups 

6. New students awaiting service 

7. Cases closed 



C. SERVICES PROVIDED 

1. Child interviews 

2. Family interviews 

3. Staffings 

4. Classroom observations 

5. Student group meetings 

6. Parent group meetings 

7. Agency contacts 

8. Supervisory conferences 

9. Staff meetings 

10. Social developmental studies conducted 

11. Consultations 

1 2 Referral meetings attended 



Number 



Current Month 



Sp. Ed_ 



Year To Date 



Regular. 

Sp. Ed^ 
Regular. 

Sp. Ed— 
Regular. 

Sp. Ed— 



Regular. 



Sp. Ed. 



Regular. 
Sp. Ed- 




Regular. 
Sp. Ed_ 



Regular. 



Number 

Current Month Year To Date 
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D. SERVICE NEED Number 

Current Month Year To Date 

1. Suspected pregnancy 

2. Suspected child abuse 

3. Divorce 

4. In-class behavior _ 

5. Outside-class behavior 

6. Runaway 

7 . Attendance 

8. Academics 

9. Peer relationships 

10. Student/teacher relationships 

11. Self-esteem 

12. Family dynamics 

13 Student substance abuse 

14. Family substance abuse 

15. Death in the family 

16. Suicide 

17. Depression 

18. Race relations 

19. Criminal behavior 

20. Other (specify) 




AMOUNT OF SERVICE PROVIDED Number 

Current Month Year To Date 

1. Teacher meeting, school board, 

PTA, etc. 

2. Inservice presenter 

3. Inservice attendance 



227 

ERIC IV33 



4. Report writing, statistical 
recording/tabulating, report 
reading from other agencies 

5. Direct services 

6. Indirect services 

7. Professional Reading 

8. Other (specify) 

9. Professional organization 
meetings (IASSW,NASW,CEC,etc. ) 

10. Overtime worked this month 

11. Number of individual schools 
serviced this month 
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f . COMMENTS AND CONCfcRNS 

1. Special projects currently being planned or already in process: 



2. Greatest disappointment this month: 



3. Most significant achievement this month: 



4. I would like to discuss the following with you: 
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End of Year School Social Work C? * Summary 
School Year 1 9 - 19 



Name: : Date of Birth: 

School* Grade: Period Covered: 

Reason for Referral; 



Summary of School Social Work Service Plan and Progress: 



Recommendations: 
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School Social Worker 



